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ELECTRIC TYPEWRITER COMPARISON CHART 


SMITH Brand Brand Brand Brand 
CORONA a 8 c o 


AUTOMATIC MARGINS 





YES NO NO YES NO 





SIGNAL LIGHT 


YES NO NO NO NO 


OTAL TABL TOR CLEAR 
TOTAL TABULATOR CL YES NO NO NO NO 
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TOM MARGIN INDICATOR 
tba worl geeryomnc NO NO YES NO 


88 CHARACTER KEYBOARD NO YES NO YES 
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FREE ACTION 
wo ph daotg lee dap NO YES NO NO 


t 
een Re gh NO NO YES YES 





j N T 
cu SHIONED TOUCH NO NO NO NO 


ea 


THE WORLD'S FASTEST 
ELECTRIC TYPEWRITER NO NO NO NO 


DECIDE FOR YO 


Before you buy, compare Smith-Corona 
with any other electric typewriter made! 


Feature for feature, point for point, compare the 
Smith-Corona with any other electric typewriter 
on the market. You'll see why the Smith-Corona 
is not just equal, but superior to every other brand! 
Before you buy an electric typewriter, call your 
nearest Smith-Corona representative, and have him 
demonstrate the many exclusive features that 
make the Smith-Corona today’s soundest electric 
typewriter investment! 
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QUALITY THAT STANDS OUT 
At A Cost You Hardly Notice 
WESTON Cotton Fiber BOND 


A distinctive letterhead is an asset in any 
business. In Weston BOND, you get con- 
spicuous quality at a price that adds little 
or nothing to vour correspondence costs. 
Made better with cotton fiber. Weston 
Bonpb has extra character and impressive- 
ness, beauty of finish, sparkling bright- 
ness and rugged durability. Your printer 


has it in white, colors, white opaque, 
litho finish and envelopes to match. Ask 
him to use it on your next letterhead .. . 
or write for a sample book and make 
your own comparison. Address Dept. OF. 


BYRON WESTON COMPANY 
DALTON, MASSACHUSETTS 


Vakers of Papers for Business Records Since 1863 


WESTON BOND 


Cotton Fiber Quality Letterhead Paper 
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Multilith OFFSET 


DK tHE FIRST NAME IN 


OFFSET DUPLICATING 


* THE BIG NAME IN 
PERFORMANCE 


THE SURE NAME “a 
SERVICE 


STANDARD OF COMPARISON THE WORLD OVER 


When you have MULTILITH OFFSET, you enjoy... 


@ A full line of Certified Multilith Masters and 
Supplies—built to be used together as per- 
fect working companions —assures maximum 
performance and consistently high-quality 
results. 


@ The benefits of the experience and know-how 
accumulated in more than a quarter-century 
of pioneering modern offset duplicating. 


The most versatile duplicators available. 
Constant research vigilance and engineer- 


ing improvement, and new ideas gathered 
from the offices of tens of thousands of users, 
have resulted in an incomparable line of 
machines capable of meeting every dupli- 
cating requirement. 


The assurance of continued, profitable oper- 
ation. World-wide organization of factory 
trained and supervised servicemen is avail- 
able for prompt attention... anywhere... 
any time. 


ONLY MULTILITH OFFSET PROVIDES EQUIPMENT TAILORED TO YOUR REQUIREMENTS... 
A COMPLETE MACHINE LINE—SEVEN MAJOR MODELS—IN INFINITE COMBINATIONS 


For complete information, contact the Multigraph Branch nearest you, 
or write to Addressograph-Multigraph Corporation, Cleveland 17, Ohio. 


New and reconditioned machines—Convenilent budget terms 
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Cutting costs 
is our business 





* Trade-Mark 


Addressagraph-Multigraph 


PRODUCTION MACHINES FOR BUSINESS RECOROS 
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IN THIS ISSUE 


Microfilm Protects $4 Million in Accounts Receivable Records 
John B. Stetson Co. microfilms its ledgers to record last month's bal- 
ances, then punches cards for this month's activity, and keeps cards 
and microfilm in a fireproof vault. 


Good Public Relations Bring Good Will to All 
The ordinary, everyday activities of your employees are creating your 
company’s public relations whether or not you have a formal program. 
WILLIAM G. WAGGONER 


Handling the Office “Wolf” 
No one wants to be quoted on this subject, yet practically every office 
has had the problem at some time. Since it definitely hampers work 
production, executives shoutd not try to laugh it off. IRVING SHERMAN 


The Allocation and Layout of Office Space 
A complete procedure for planning your present and future office space 
requirements. Step by step, the author describes how and why specific 
space is allotted to each department. The formulas he uses are applica- 
ble to most offices. ARTHUR W. CLARK 


The Filing Problems of Office Automation 
Many of us were just getting our files of papers in good shape when 
along came such things as magnetic and punched tapes to be filed. 
How long will it take us to solve this problem for greatest efficiency? 
EDMOND W. MCNAMARA 


The Christmas Party: Profit or Loss? 
The author does not recommend that your company sponsor an office 
Christmas party, but he tells how it could be done better. 
ANDREW J. DALTON JR. 


Semiannual Index to THE OFFICE 


DEPARTMENTS 


THE OFFICE Product Index 7 New Products 110 

New Books 28 Literature from the Manufacturers 169 

Camera! 47 News of the Office 176 

Automatic Systems 91 News of the Industry 184 

Right or Wrong in Employee Relations 103 National Conference & Exhibit Calendar 199 
As We See It 208 


CIRCULATION OF THIS ISSUE OVER 51,000 
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William Schulhof, Publisher 
William R. Schulhof, Euitor 


James Gorman, Manayir 


Don't break your back * 
digging up buried information! ADVERTISING OFFICES 


LOCATE YOUR RECORDS EASILY—No more fussing New York: Office Publicat 
and fuming. With Pronto files your records are 
as active as your regular files 

BEAUTIFUL APPEARANCE—Finish in attractive 
olive green to match your regular office file 


STURDY CONSTRUCTION—Built of 275 Ib. tested Ohio, Indiana, Michigan: Ph: 
rcec tabula dunty 110 


Ave., New York 16, NY 


Ilinois & Wisconsin: Fred 
Dr ve ‘ h ag \°) f 


corrugated fibre boar 
on the shell and the mers of the Grawers California: [ 
as well 

SAVE FLOOR SPACE—Prontos are constructed t 
interlock into solid units and stack as high as 


the ceiling 
8 


Subscriptions: one year $ wo year 
Possessions. Foreign: one year $4 
35¢ a copy 

THe Orrice is published the first 


by Office Publications, Inx 232 Mad 


York 16. N.Y. LExington 2-2245. Cable 
New York pted . ntrolled i 
lication at ast Stroudsburg, Pa Prin 


ROffice Put n Inc. Entire 
©Copyright 1958, Office Publi 


Rights Reserved. Founded 1935 


Legal Size $4 55 


puodlitishera 
Letter Size 


3.70 La OFICINA ‘Spanish language annual 
OFFICE EQUIPM'N’ EXPORTER (annua 


The CANADIAN OFFICE (published monthly 
n Canada 

Prices slightly higher 
in Texas, Colorado 


West of the Rockies and . Member of 
outside the USA Check Size $2.50 


NePS wn P 
PRONTO FILE CORPORATION Cis Py ational Business Publications, Inc. ; 
415 MADISON AVENUE, NEW YORK 17, N.Y Business Publications Audit of Circulation, Inc 
For More Information Circle Nou 294 a 
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Now! /.. 
f° 
ct fe. 


cost «,» i 


of » AS a 
office | a4 
supplies! | 


_ 


NEW SURE-RITE BALL PENS FOR EVERY 
WRITING NEED...PRICED AS LOW AS 39¢ 











Four models...now available at your Sure-Rite dealers! 


SURE-RITE SURE-RITE SURE-RITE 
“ALL-PURPOSE” “IMPERIAL” 


SURE-RITE 
“LAUNDRY MARKING” 
2 sizes. indelible block 


Tut QOMPFICE December, 195: 





TODAY'S 


UAL 


IS PUNCHED IN 


2» 
oa Automation which 

Friden create” 9% hasbeen predicted 
© RB 10 for offices of the 
@- 4 New Wor future is here to 

: Ss day because of a 

For Busine® Friden develop- 

——? ment: Tape-Talk 

Office workers simply give general 
starting orders to the machines, Func- 
tioning in their world of Tape-Talk, 
Friden machines can: 

(1) Eliminate need for manual move- 
ments and most conventional operator 
decisions...(2) Increase work volume 
output without increasing payroll costs 
or overtime...(3) End primary and com- 
pounded errors normally occurring in 
data recopying. 

Look into this practical, deliverable 
miracle —Friden Tape-Talk. Call your 
Friden Man or write Friden, Inc., San 
Leandro, California. Sales, instruction, 
service throughout U.S. and the world. 


© Friden, Inc. 


rriden 


, ha tho Syatom : 


BY FRIDEN 


JUSTOWRITER® Automatic 
justifying type-composing machine 


FLEXOWRITER® Automatic tape 
writing -accounting machine 


AUTOMATIC 
INPUT-OUTPUT MACHINE 
ADD-PUNCH® Automatic 
code tape adding-listing machine 
TELEDATA® Automatic 
tape transmitter - receiver 
SELECTADATA® Automatic tape 
reader - selector - sorter 


ee 
az 
"> —< 


COMPUTYPER® Automatic tape 
billing department in one desk 
Friden fully automatic Calculator — 
The Thinking Machine 
of American Business 
Friden Natural Way Adding Machine 
Friden Mailroom Equipment 
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This index, prepared for your convenience, lists the products and services adver- 


tised in this issue. 


Refer to pages listed for information on each. 


Further details 


can be had by writing manufacturer direct, or by use of reader inquiry card. 
All numbers below refer to PAGES. Reader inquiry card numbers are at the 
bottom of individual advertisements. 


PRODUCT 


ACCOUNTING MACHINES 
Audit 97 
Nationa! 161 


ADDING MACHINE PARTS 
Dehn 143 


ADDING MACHINES 

Addo-x 66, 67 
Comptograph 109 
Swift 130 
Totalia 


PAGE 


ADDRESSING EQUIPMENT 
aster 
Quik-Stripper 


AIR PURIFIERS 
Osmefan 
Qzium 


APTITUDE TESTS 
Aptitests 


BALLPENS 
Cross 
Ink-Stik 
Sure-Rite 


BINDERS 
C&R 


BINDING, PLASTIC 
Plastico 


CALCULATORS 
Customatic 
Deci-Magic 
Diehl 

Facit 

Hamann 
Monro-Matic 
Mult-O-Matic 
Plus Diehl 
Plus-O-Matic 


CALENDARS 
Cal-A-Noter 
Double-Duty 


CAMERAS 
Kenro Vertical 
Sharpshooter 


CARBON COPY SETS 
Curtis-Young 
Duplisette 

Letterex . 

Rogersnap 

CARBON PAPER 
Curtis-Young 

Nu-Kote 

Super-Kote 
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PRODUCT 


CASH REGISTER PARTS 
Cashere 2 


CASH REGISTERS 
R. C. Allen 
Cash Master 


CHAIRS 
Cole 
Goodform 
Metal-Lux 


CHECKWRITERS 
Nippo 


CLOTHES RACKS 
Bevco 


COLLATORS 
Collamatic 
Desk-Top 
Thomas 


COLUMNAR SHEETS 
National Manifolding 


CONTROL BOARDS 
Boardmaster 
Produc-Trol 

Vu-Board 


COPYHOLDERS 
Curtis-Young 
Flick a Line 
Rite-Line 
Speedrite 
Stand-By 


COPYING MACHINES 
Copease 

Ozalid 

Peerless 

Photostat 

PolyCopier 

Thermo-Fax 

Verifax 

Xerox 


CORNER ROUNDERS 


Pioneer 


COUNTERS, TABULATING 
Vary-Tally 


DATING MACHINES 
Force 
Krengel 


DESK ACCESSORIES 
Cal-A-Noter 
Double-Duty Pads 


DESKS 
Bentson 
Clutter-Proof 
Cole 


Mode-Maker 


PAGE 


164 


37 
59 


149 
121 
183 


154 


172 


95 
123 


PRODUCT 


DESK TRAYS 
Add-O-Mount 


DICTATING MACHINES 
Commander 
Time-Master 


DRAFTING EQUIPMENT 
Grifhold 


DUPLICATING SUPPLIES 
Curtis-Young 
Heyer 


DUPLICATORS, OFFSET 
Multilith 


DUPLICATORS, SPIRIT 

Banda 56 
A. B. Dick 34, 35 
Ditto Back Cover 
Heyer 

Piccolo 

Sada Sprint 


DUPLICATORS, STENCIL 
A. B. Dick 32, 33 


ELECTRIC OVER-FLOOR CORDS 
Electriduct 207 


Inner 


ELECTRONIC INPUT-OUTPUT 


Systematics 


ENVELOPE OPENERS 
MailOpener 
Tyblo 


ENVELOPES 
Vayton 
Outlook 
U.S.E 


ERASERS 

EraserStik 199 
Roberts 120 
Rush 193 


EXPENSE ACCOUNT SYSTEMS 
9 


Traveletter 


FILES 
Atlas 

Acme Visible 
Diebold 
Estey 
Ever-Safe 
Mim-E-O 
Miracle 
Pronto 
R-Kive 
Spacefinder 
Super-Filer 
Verti-File 





PRODUCT 


FILING SUPPLIES 
Able-Stik 

Acco 

Barkley Tab 
Dennison .. 


Opnwindo Tabs 
Smead 


FLOOR MATS 
Floor Show 
Maso 


FOLDER-INSERTER 
Pitney-Bowes 


FOLDING MACHINES 
Embee 

Fold-O-Matic 
Pitney-Bowes 


FORMS 

Clarkson 
Continuous 
Handytab 
International 
Mcore 

Stevenson & Smith 
Vacation-Sick Leave 


FORMS HOLDERS 


Saunders 


GLASS DESK TOPS 


Tru-Site 


GLUE 
UHU 


GLUING MACHINES 
King 


INSERTING MACHINES 
Phillipsburg 
Pitney-Bowes 


KEY CONTROL 


Telkee 


LADDERS 


Cotterman 


LAYOUT SCALE MODELS 


Planomatic 


LETTERHEAD 
Dewberry 


ENGRAVING 


MACHINE CARTS 
Wheelit 


MACHINE STANDS 
Consolett 


MACHINE TIMERS 
TR-T 


MAIL BAGS 
Security 


MAIL SCALES 


Pitney-Bowes 


MARGINAL PUNCHED CARDS — 
Keysort 
Stevenson & Smith 


PRODUCT 


MICROFILM ennnaieennntd 
Flofilm ; 
Recordak 


NUMBERING MACHINES 
American 

ENM 

Krengel 


OFFSET EQUIPMENT 
Atlas 

File-O-Matic 

Kenro 

Miller-Trojan 
Mim-E-O 

Photo Panels 

Rapid Printer 

Xerox 


OFFSET SUPPLIES 
Colitho 

3M Plates 

Replica 

Tri-Mol 


PAPER CUTTERS 
Triumph 


PAPER DRILLS 
Pioneer 26 
Spinnit 160 


PAPER HANDLING neeninas 


Sortkwik 


PAPER SHREDDERS 
Shredmaster 


PAPERS, DUPLICATING 
Alpenopake 

Atlantic 

Graphicopy 

Odin 

Triad Mimeo 


o@Mmwn— 
ornueo 


PAPERS, LETTERHEAD 
Alpenopake 

Atlantic 

Hamilton Bond 
Hammermill Bond 
Howard Bond 

Weston Bond 


PAYROLL DEDUCTION CHARTS 
Calculer-D 182 
Delbridge is9 


PENCILS, MECHANICAL 
ross 


Welt 


PHOTOCOPY MACHINES 
(See Copying Machines 


PHOTO-SLIDE SORTER 
Slide-Sorter 


PLAN CARRIERS 


Saf-Tee 


PLASTIC LAMINATION 
Plain-Vu 


PRESSBOARD 
C&R 


PRODUCT 


PUBLICATIONS 
Office Machine Guide 


RIBBONS, 
Codo 
Curtis-Young 


INKED 


RUBBER STAMPS 
Krengel 


SAFES 
Ever-Safe 


SOUND CONTROL 
Acoustinet 
Sountrol 


STAPLERS 
Bostitch 


STAPLERS, ELECTRIC 
Staplex 


STUDY COURSES 
Business Electronics 


TABULATING PUNCH 
Keysort 


TAPE ACTUATED MACHINES 
riden 
Teletype 


TAPES, MENDING 
Scotch Magic 


TAPES, SELF-ADHESIVE 


Scotch 


TELEPHONE NOISE weninien 
Hush-A-Phone 


TELETYPEWRITERS 
Teletype 


TEMPORARY HELP 

Manpower 4 
TYPE COMPOSING MACHINES 
Justowriter 

Vari-Typer 

TYPEWRITER PARTS, TOOLS 
Futuristic Platens 

Typewriter Sundries 
TYPEWRITER TYPE CLEANER 
Bud 


TYPEWRITERS, ELECTRIC 

Royal Outer Back Cover 
Smith-Corona Inner Front Cover 
TYPEWRITERS, PORTABLE 

Cole 

Olympia 
TYPEWRITERS, 


oO ympia 


STANDARD 


TYPING CARD 
Palson 


HOLDERS 


VISUAL AIDS 
Arlingtor 
Oravisual 


XEROGRAPHIC 
Kenro 
Kerox 


EQUIPMENT 
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Ever Need 
~—$500°° 
When Traveling? 


travels t 
Cis OF) 


ion... You needed 
eadquarters had not reache 


) 
s were exchanged, a! 
“1 


NeCK 


been avoided. You 
Travelorder 


This delay ar 


COL | 1. with the sti pen, have cashed a 
draft up to $500.00 held a Traveletter® Authorizat 
Traveletter is the only service that has a guaran 
ance by hotels, motels 
the world. And no other credit ca w in existence 
to draw this yarable limit of $500.00. 

AN +} 


ur Traveletter ion, with its en- 
entat ur travel expenses 


su 


h is good for up 


MCi S OO%C | 


Traveletter has 


ill be of benefit to you in 
suggest that you have your con- 
vate the Traveletter Service at once 


further details and 


Traveletter 


i 


TRAVELETTER CORPORATION e GREENWICH 3. CONNEC 


For More Information Circle No. 228 


Tue Orrice—December, 1958 





Microfilm Protects $4 Million 


Accounts Receivable Records 


ONTROLLING AND PROTECT- 
C ING $4 million in 
ceivable 


accounts re- 
10,000 ac- 
counts has been developed into a tight, 
firm, but simple system at John B. Stet- 
son Co., Philadelphia. D. C. Chamber- 
lain, treasurer, reports that daily vol- 


records for some 


ume averages from 700 to 800 accounts, 
though 
wide variations. 


seasonal activity may cause 
Nonetheless, the sys- 
tematized flow of work and the opera- 
tors of five Burroughs accounting ma- 
chines keep all posting up to date. Pro- 
tection of receivables figures is assured 
by punched cards and microfilm. 

The company was founded in 1865 
when John B. Stetson 


after spending some ten years in the 


returned east 
west regaining his health and prospect- 
ing for gold. Like his father, who had 
taught hatter’s 
Stetson manufactured 


craft, 
hats and = at- 
tempted to sell them to retailers. Com- 


him the young 


petition was tough and bankruptcy was 
a daily threat 
prospecting days and a wide-brimmed, 
high-crowned hat that he had fashioned 


until he recalled his 


to protect his head and face against the 
sun and rain. The result was the fa- 
mous hat that he called “The Boss of 
the Plains.” 
lowed almost immediately, and in many 
parts of the west the name Stetson is 
still a synonym for hat. 

Although Western-style hats still play 
a vital role in the company’s activities, 
the greatest volume of business is from 
the modern line of fine quality Stetson 


Success and fortune fol- 


10 


hats, shirts and neckwear. Marketing 
this line through some 10,000 retailers 
has posed a volume of accounts receiva- 
ble work that Mr. 


stantly endeavors to improve. 


Chamberlain con- 
Most customers pay by invoice. Un- 


less a customer requests a monthly 
Statement, only an accounts receivable 
ledger is maintained. Copies of invoices 


that 


sorted by 22 controls, alphabetically by 


come to accounts receivable are 
customer name. 
are taken off 
establish immediate totals 


Adding machine tapes 
invoices by control to 
From invoices, the Burroughs ma- 
chine operator posts ledgers by merely 
indexing any previous balance due on 
the account and the amount of the 
charge. This automatically up-dates the 
balance and stores the charge in the 
machine. Year-to-date sales are up- 
dated automatically on a net basis for 
the end of 
run, the total of charges prints on a 
proof tape. This total must agree with 


the prelist total. 


all accounts. At a control 


For customers who 


receive statements, the 
prepared 
is posted. 

When 
tape of the amounts is run immediately. 
The date, check 
mitted and amount billed, and reference 


Statement 1S 
automatically as the ledger 


remittances are received, a 


number, amount re- 
data are noted on the face of the mail- 
ing envelope. Remittances are released 
immediately for deposit. The mailing 
envelope becomes the posting media 


for crediting customers’ accounts. 
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Using the machines, the bookkeeper 
indexes the amount due on the account 
and the amount remitted. Automatically 
the new balance is computed and print- 
ed, and totals of payments are stored. 
At the end of the run, the credit totals 
must balance with the totals of the pre- 
list, the bank deposit and the tape taken 
when the mail was opened. 

In addition to the flow of work, Mr. 
Chamberlain explains that an outstand- 
ing feature of the system is that posting 
machine only the 
information they need. This helps elim- 


operators receive 


inate errors, unnecessary handling of 
figures, and prevents loss of time while 
questions are answered or information 
Although the 


controls postings at this point, 


is looked up. 
firmly 


system 


it does not yet protect the records 


Approximately $4 million in out- 


standing balances generally is repre- 
sented on customers’ ledgers. If the 
ledgers were destroyed by fire or other 
could the accounts be re- 


this 


means, how 


solve problem, 


constructed? To 


Mr. Chamberlain turned to microfilm- 









ing and the following method. 

When 
end of a month, the ledgers are run 
through a Burroughs Micro-Twin. The 
microfilm provides a compact, easy-to- 


a trial balance is taken at the 


locate record of each account’s activity 
for the past month. 

At first, Mr. Chamberlain thought of 
microfilming current invoices to get a 
record of this month’s activity, but the 
huge volume of invoices presented a 
strong obstacle. With the cooperation 
of the tabulating department, they de- 
veloped this solution: 

Concurrently with the preparation of 
invoices on punched card equipment, 
cards are summary punched showing 
the customer, date, invoice number and 
amount. These cards and the micro- 
film are kept in a fireproof vault apart 
from the ledgers. It ledgers are lost or 
destroyed, the microfilm provides last 
month’s figures, including outstanding 
balances; the provide 


figures for the current month’s activity 


punched cards 


From the two sources, accounts can be 


readily reconstructed. 





Ledgers microfilmed at month’s end 
plus punched cards on current activity 
permit reconstruction of any of the 
10,000 accounts. 
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UBLIC RELATIONS is the reac- 
Prion of the public to the activities 
and objectives of a company’s effort. 
Every employee is a public relations 
messenger for his employer. He cannot 
avoid it. He is either a good one or a 
bad one. Say, for instance, an employee 
helps his next-door neighbor fix his 
lawn mower. What happens? In the 
neighbor’s mind your employee is a 
good neighbor, a “right guy” to have 
around. By association, your company 
becomes a good outfit and their local 
project a worth-while one. Chain re- 
action from an accumulative neighbor- 
liness rolls the rocks out of your road. 
This is the down-to-earth objective of 
a public relations program. 

The average employee is not con- 
sciously doing a public relations job 
for his employer. 
normal, well 
community. 


He is only being a 

adjusted member of a 
Basically, good public re- 
lations originate in high employee mo- 
rale which, in turn, generates from in- 
dividual employee satisfaction with the 
objectives of his organization and the 
part he plays. 

The California organization of the 
U.S. Bureau of Reclamation has nei- 
ther a public relations officer nor a 
formal program. Yet the employees, 
by their activities, have won recogni- 
tion and acceptance as citizens and 
members of the community which could 
well be the envy of a public relations 
staff with a full-fledged program. 

Officially, there is little latitude for 


our government agency to participate 
in community efforts. The money ap- 
propriated by Congress is firmly labeled 
for the building of dams, powerhouses 
and irrigation systems, and their opera- 
tion. Funds cannot be donated to local 
projects, 
for a 


nor equipment or materials 
that 


it up to the individual employees and 


civic enterprise. So, leaves 
their employee associations to step into 
the gap. 

Good public relations can be fun 
When the citizens of Weaverville, Calif., 
headquarters of a Reclamation project, 
decided the town needed a face-lift, 
our employees promptly volunteered a 
Saturday-Sunday team of painters and 
did a could the 


townspeople ever think of the Reclama- 


bang-up job. How 
tion project boss as a bureaucrat when 
they had 


hair and eyebrows, doing as 


seen him with paint in his 
good a 
job and having as much fun at it as 
the local citizens working beside him! 
This 


spread by newspapers, radio and tele 


story of community spirit was 
Vision. 
Near 


Reclamation pumping plants operated 


Tracy, Calif., there are huge 


by electrical 
hundred 


energy generated several 
up-stream at Shasta 
Here the Sacramento River lifts 


itself by its own bootstraps and runs 


miles 
Dam. 


along the side of a mountain range, 


back 
thousands of 


down into a valley to irrigate 


to the 
Pacific Ocean. When the town of Tracy 


acres on itS way 


decided to put on a festival, our em- 
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ployees were in there pitching. They 
sponsored an entry for the queen con- 
test and wound up with an employee 
leading a parade astride an 

She received congratulations 


winner 
elephant. 
from California’s Gov. Knight, plus a 
free trip to Mexico City. All this was 
headline news with pictures in local 
newspapers. Community activity, good 
fun, and the Bureau of Reclamation 
became a local citizen. 

[he townspeople of Winters, Calif., 
Reclamation headquarters: for the So- 
lano project, showed an interest in the 
large number of foreign visitors to the 
damsite. Reclamation 
sponded to this interest. 


employees _re- 
They 
structed a large and attractive display 
board with colored ribbons leading 
from all over the world to Winters. 
[his was a matter of great civic pride 
and the display was featured in one of 
with an appro- 
priate by-line credit to our bureau. 
Reclamation more 
than fair-weather friends. During the 
serious floods of 1955-56, individually 
and collectively, officially and unoffi- 
cially, they won the respect of their 
fellow citizens when the chips were 
They manned danger poirits at 
threatened breaks. They donated their 
time and talents to alleviate the com- 
mon danger. One employee at the 
huge Shasta Dam, on his own, com- 


con- 


the store windows - 


employees are 


down. 


piled addresses and telephone numbers 
of people whose homes were imme- 
diately threatened and kept them hourly 
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Good Pu 
Relations 


Bring 
Good Will 
To All 


WILLIAM G. WAGGONER 


informé 5 in condi- 


int flood 
tions. Another, a “ham” radio opera- 
tor, spent four days practically without 
sleep to render the same service. 

Last Army plane night- 
crashed on a mountain near Klamath 
Falls, Ore. An alert employee witnessed 
the crash and took off in his jeep up 
the opposite side of the mountain from 
which 


year an 


organized search parties were 


operating. His coolness, judgment and 
knowledge of terrain were credited by 
the Army with the saving of the lives 








A MODEL FOR 
EVERY PURPOSE 


story better with 


The most 
important of 
mons senses | 
is sight an 
Fisual aids seeed 


~ 


Tell your 
Oravisual easel. You 
have 26 models to choose 


Write for free 24 





~— from 


page catalog 


ORAVISUAL CO. 
\ Box 11150 


St. Petersburg 33, Fla. 
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BY THE ORIGINATORS OF WALL BOARD CHARTING AND PRODUC-TROL 


Low cost — unlimited Visual Control | 


¢ Shows all important data—a fast, accurate, com- 
plete picture 
Easy to set up and operate—wall or desk use 
Boards fit together horizontally or vertically to 
increase item capacity 
Inserts can be shifted without removing from 
board 
Solves all machine load problems 
Unlimited uses for scheduling, charting, dis- 
patching, etc. — in all phases of business and 
industry 
Light, compact all metal construction—designed 
for a lifetime 


Only $49.50 complete 


Phone Westport, Conn. CA 7-4111 or write 
WASSELL ORGANIZATION, INC. 


Westport, Conn 


Please send free Booklet on VU-BOARD 


Company 
Address .. 
City .. 
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of the survivors. 

An incident indicative of the unusual 
civic California Reclamation 
employees occurred recently. When 
one of their officials retired, he did not 
receive a watch, golf clubs, luggage or 


slant of 


other ordinary remembrance. The em- 
ployees established an engineering 
scholarship in his honor at a local col- 
lege. 

Ordinary activities include managing 
and coaching a half-dozen Little League 
baseball teams, winning national awards 
in different personal activities, author- 
ing articles in magazines of national 
circulation, serving as Officials in a va- 
riety of local, professional and civic 
organizations; or, you may find a full 
page spread in the Sunday supplement 
—a “how he did it” write-up of some 
Reclamation 
building his own home in the commu- 
nity. 


employee’s problems in 
It is a foregone conclusion that 
quotas the United 
other worth-while, fund 
paigns will be oversubscribed by 


for Crusade and 
raising cam- 
the 
employees of this agency. 

So the story goes, year in and year 
A story of public relations that 
company or 


The files of the Bureau of Rec- 


out. 
any 
match. 
lamation in 
increasing record of 


organization can 


California carry an ever- 
appreciation for 
their employees as good citizens. When 
complimented on his public relations 
program, Regional Director Bellport of 
the 


“I do not care so much for 


Reclamation Agency commented: 
the word 
‘program.’ It sounds like a conscious 
effort. Actually, anything we may have 
accomplished is the result of the spon- 
taneous, of public 


spirited employees.” 


good citizenship 
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For faster microfilming ee 
quicker reference 


New Recordak Reliant Microfilmer’s 
autornatic feeder and Kodamatic In- 
dexing feature speed office routines! 
Save time microfilming! Precision 
feeder handles up to 400 items per minute 
makes it all but impossible to ‘double 
feed” documents and miss pictures. 
Kodamati 


lets you code your records automatically 


Important, too Indexing 


right on the film. Just dial correct code 
number before you feed batch of items 
into Reliant 

Save time viewing records! Unique 
code lines—recorded on film between doc- 
ument images—are easy to follow against 
a numbered scale on screen of film reader. 


SRECORDORK 


(Subsidiary of Eastman Kodak Company) 
originator of modern microfilming 
—now in its 3lst year 


These lines lead you right to pictures you 


want! Take hunt and peck out of film 
relerence. 

Versatility, too! New Reliant can en- 
dorse checks automatically during micro- 
filming run. Gives choice of reduction 
ratios, 3 recording methods. Will expose 2 
rolls of film simultaneously, one for refer- 
ence, the other for security file. 

Mail coupon for details. No obligation 

**Recordak” ts a trademart 
+ + + + ©» MAIL COUPON TODAY - - - - 
RECORDAK CORPORATION 
415 Madison Avenue, New York 17 


Gentlemen: Send me folder on ne 


Reliant with Kodamatic In 


Company— 


State 
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Everything is in the drawers 


even wastebasket and phone 


How to get new freedom to work 


New Clutter-Proof Desk 


eeeeeeeseeseses 


How much time and money do cluttered desks 
waste in your office? 

Desk top clutter and desk drawer hodgepodge 
aren’t confined to the careless. Even people who try 
to be neat and efficient get no help from their desks 

But this new Shaw-Walker Clutter-Proof Desk 
actually “lends a hand.” Fully 75% of the things 
that pile up on top or in drawers of other desks 


have a specific place inside this desk. 


The in-drawer organization is a 


keeps top clear and organizes drawers : marvel of convenience. There are in- 


drawer letter baskets, work separa- 


tors, letter files, card trays, forms 
shelves and work tools organizers. 


There’s even an in-drawer wastebasket and pro- 


vision for an in-drawer telephone 

Usable working space on the desk top is doubled. 
You get neu freedom to work 

See these new Clutter-Proof Desks at one of our 
17 branches or 470 dealers. There are 58 beautiful 
color combinations. Or write for our new 252-page 
Office Guide. Shaw-Walker, Muskegon 4, Mich. 


ape 
Muskegon 4, Mich. Representatives Everywhere 








Handling the Office “Wolf” 


IRVING SHERMAN 
y bey PERSONNEL MANAGER of “To answer the first part,” he replied, 


a large food processor was asked “I would say about one-third of 
what he thought about the office wolf terminations represent 


our 
defections of 
and the part this bad actor played in office wolf males, some of them no 
complicating personnel management. longer young people. About 40%, we 

“We don’t like to talk about it,” he would estimate, are married men whom 
admitted, “but it can give you a lot we determine are not reliable mem- 
of trouble. We expect unmarried males’ bers of male-female employment en- 
to roam a little, but what gives us the vironments.” 
real headaches are the married Lotharios Could it be that the handling of wan- 
and self-appointed Casanovas, who dering male employees is faulty or 
have wives and children and will mess aren’t they handled in the same way 
around with both married and unmar- as most employees who do not meet 
ried females.” standards? 

How bad is it and how is it han- “The difficulty presented in handling 
dled? 


the office wolf lies in accurately de- 


NV] | ie Mi a en BC @ YOANN) alot collt-YolUT] ofaal-al 


for top performance — at lowest cost 


UNIVERSAL CONTACT PRINTER 


Handles the entire range of industrial emulsions—from 
direct positive to projection speed. Has rows of trans 
former-operated incandescent bulbs—with high output 
fluorescent tubes mounted between these rows. Is operated 
at peak intensity for slow speed emulsions. Incandescents 
are dimmed to different intensities for faster films and 
papers, including positive-to-positive duplicates and con- 
tact positives on high speed ortho film. Features include 
continuous air cooling system—and counterbalanced lid 
with positive lock. Made in sizes from 38'' x 50' 
64"' x 144". 


to 


38” x 50” unit ONLY $1,665.00 plus crating 


“SHARPSHOOTER” 11x14 CAMERA 
Write today 


for full details Made of heavy steel and aluminum. Equipped with all 
on these items latest features to assure top reproduction 


—cnd FREE Measures 42 x 72—enlarges twice and reduces three times 


catalog on —requires only semi-skilled labor. Xerography back 
complete line available 


Camera ONLY $795.00. Base ONLY $112.75 


MILLER -TROJAN CO., INC., TROY, OHIO 
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DON'T EVEN TRY TO REMEMBER! 


Make a note on your desk pad .. . then 
take the desk pad with you! 


THE DOOLITTLE 
| CAL-A-NOTER | 








. . . your handy reminder of 


¢ APPOINTMENTS’ « DISCUSSIONS 
e EXPENSES e ADDRESSES and 
¢ TRANSACTIONS PHONE NUMBERS 


Now you don't have to be without your 
handy desk pad reminder and its invaluable 
memoranda—the Doolittle CAL-A-NOTER 
goes with you wherever you go. 


You can carry it in your attache or brief case, 
or in your pocket. With you aft all times, you 
can have a complete day-by-day noting of im- 
portant information—reminders of business con- 
versations, important appointments, a permanent 
record of out-of-pocket deductible expense. The 
CAL-A-NOTER also provides space for the list- 
ing of your 100 most important contacts, with 
their addresses and phone numbers 

Attractively bound in colorful vinyl plastic, 
made to last a lifetime. Refills available, of 
course. If your stationer doesn't yet have his 
stock of Doolittle CAL-A-NOTERS, use the cou- 
pon below to order yours. On prepaid orders 
we'll pay the postage. Satisfaction guaranteed. 
And yes, discounts will be allowed on quantity 
orders (Send CAL-A-NOTERS as business gifts.) 
A tremendous value at only $2.95. 


USE THIS COUPON TO ORDER YOUR 
DOOLITTLE CAL-A-NOTER 


Doolittle & Co., Inc. 
320 N. Dearborn St., Chicago 10 


..Doolittle Cal-A-Noters @ $2.95 
.. Check enclosed [] 


Please send me 

Binding color preferred 
Send C.0.D. (J 

Name 

Address 


State 
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termining whether they are ‘wolves’ or 
not,” explained this executive. “Many 
males, working with fetching females, 
may have a lapse now and then. What 
actually that a 
male is systematically taking advantage 
of or abusing a relationship with female 
co-workers? 


constitutes evidence 


This is the problem man- 

agement faces in these cases.” 
Character impugned, in- 

dividuals may be stigmatized, over and 


may be 


beyond an efficiency standard, so a 
superior is duty-bound to move cau- 
tiously. 

“This 


sonnel director. 


all,” continued the 
“What 
ject of the wolf? Of necessity she must 
It is just as difficult if the 
unmarried as 


isn't per- 


about the ob- 


be drawn in 
female is 


either case you have complications 


married. In 


parents, husband, relations, neighbors, 
etc. The whoie thing is highly com- 
bustible and management cannot be 
blamed for wanting to keep quiet about 
it.” 

But if men are fired for transgressing, 
how is it done? Whence comes the evi- 
dence and how much of it? 

“I have said we fire men because we 
deem them annoying to our female em- 
ployees. 


is not the sole count on which termina- 


[his is true but, actually, this 


tions are based. We have found, by 
experience, that the male employee who 
allows his hands as well as his eyes to 
wander or, perhaps, even goes farther 
astray in this direction, is a chap who 
usually can be found guilty on other 
The 


wolf, we have found, is frequently the 


counts of failure or transgression. 


more odorous side of an otherwise bad 
package.” 

Suppose the office wolf also proved 
December, 1958 


Tue Orrict 





NEVER BEFORE SO SAFE, SO 
SURE A WAY TO KEEP 
CONFIDENTIAL PAPERS — 


Keep your confidential papers 

and records from the prying eyes 

of unauthorized persons by 

quick, easy destruction right in 

your own office with the 

SHREDMASTER Bantam 10. Any- 

one can operate. Just drop papers 

in and unreadable shreds come 

out. Exclusive gravity feed pro- 

vides quicker shredding. Gives 

greater capacity by shredding 

multiple thicknesses of paper. 

Hi F: Handsome, modern design and 

YOUR PAPERS clean, noise free operation suit- 

GO IN HERE. 4 able to any office. Yours at a new 
ARVN low price, 


FREE: Illustrated descriptive 
folder giving details of 10 Day 
Free Trial. Just, write today to 
y Room 1430, 
UNREADABLE We 75 Varick Street, 
SHREDS : New York 13, N. Y. 
O and ask for Circular 53. 


SHREDMASTER 


CORPORATION 


A Division of 
Self Winding Clock Company, Inc. 
Manufacturers of the Clipper 14, only he avier duty, shredding macl ine suitable for office us« 
Sales and Service in principal cities in U. S. and ¢ anada, 


59 
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to be a valuable employee. What then? 

“Now you pose a real problem,” the 
executive admitted. “Mind you, the 
fact that a man horses around with the 
girls and, now and then gets too famil- 
iar with some, does not by itself con- 
stitute wolfing. To qualify as the genu- 
ine article, a man must seek definite 
ends, make propositions, lie about his 
intentions, his private life and conduct 


| Deposit * 
checks 
earlier! 


= PITNEY-BOWES 


MAILOPENER 


Pirney-BoweEs, INc. 
3473 Walnut Street, Stamford, Conn. 


... originator of the postage meter... 
offices in 107 cities in U.S. and Canada 


wamnona 
ww 


himself in such a that a female 


employee feels besieged or is deceived 


Way 


about intentions to an extent that may 
compromise her. 

“In which case we check back on the 
records of the principals involved. Mind 
you, I said ‘records.’ We don’t preclude 
that a female might be given over to 
prowling. We check the records. If 
the female has no record, it may be a 


e Checks in your morning mail 
can becollectedand deposited earlier 

if you use a MailOpener. And 
prompt distribution of the mail gets 
work started sooner, adds minutes 
to the business day. 


e Stop stabbing your mail with 
A Mail 


Opener trims a hairline snip off the 


dag 


z 


ger type letter openers! 


envelope, leaves contents intact 

is neater, more efficient. W orks as 
fast as you can feed it. Handles any 
: Three 
models, hand or electric, for any 
ofhice 


e Phone any PB office for a demon- 


size or weight envelope. 


even the smallest. 


stration of a Mail Jpener in your 
office—no obligation. Or write for 
free illustrated booklet. 

FREE: Send for handy desk or wall chart of 
new postal rates, with parcel post map 

and zone finder. 
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fellow’s first try in the office. 
have been, possibly, unduly 
Possibly, too, he may not 


He may 
tempted. 
have used 
his head and, consequently, did a fool- 
ish thing.” 

On this basis of thinking, would you 
forgive a wolf in the office? 

“We might. 
.is the custodian of his employees’ mo- 


After all, no employer 


rality. Good business practice requires 
people to hew to the line. If they don’t, 
it will come out in the wash. 
later, 


Sooner or 
somebody will slip. Somebody 
will complain or get hurt, and then 
there won't be any doubt as to who did 


what, why and how often.” 

Suppose a girl approaches an execu- 
tive and complains about Mr. X? Mr. 
X is a married man. He is insulting. 
etc., and will not stop. How would this 
be handled? 

“It is very simple,” continued the 
personnel man. “The techniques, the 
mechanics have been set up. We would 
get both parties together and have a 
hearing. We would, of 


the records 


have 
would 


employ- 


course, 
before us and we 
know the backgrounds 
ment habits of both. 


“If it were the first time, a_repri- 


and 


mand, maybe a transfer from a depart- 
ment might be in order, depending on 
the severity of the charge. We might 
fire the man if the entire record spelled 
out a poor risk. One thing is certain: 
once the situation is brought to our 
attention, the complainant would get 
action—and fast!” 

The vice president in charge of per- 
sonnel relations for a major airline (a 
woman) discussed the office wolf with 
the writer. To her, the implication had 
nothing unusual about it, being rather 








(ROSS 


Cmenricas Finest 
l Uniting Yaseen 
since 184-6 
No other pen or peneil can 
match the smooth-writing 
characteristics of a Cross, not 
can any other writing instru- 
ment surpass Cross’ slender, 
perfect styling. 


Choose 





Most appreciated as 
business and personal gifts 


Write for free Business Gift folder 


fou. Rr 


ee F 4 
a ot Fons or Fences 


12 Kt. GOLD FILLED 
$6.60 each F.T.1. 
$13.20 sets F.T.1. 


Y__ in LUSTROUS CHROME 


SS 





$3.75 each no tax 


$7.50 sets no tax 





[7 INSTANT ia 
PLASTIC LAMINATION 


since J 


Clear Plastic sheets bind to each other—sealing 
any flat object in between. No machines, heat or 
other treating required. Guaranteed to protect 
against moisture, tearing, soiling, etc. Lasts in- 
definitely . . . will not discolor, harden or crack. 
AVAILABLE IN VARIOUS SIZES. WRITE FOR 
FREE BROCHURE. Dept. A-12 


PLAIN-VU, CARR CORP. 
3407 Prospect, Cleveland 15, Ohio 
For More Information Circle No. 341 
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Whether your 
photocopying 
requirements are... 


“LOCAL or NATIONAL 


your nearest 


\PHOTOSTAT CORPORATION 


ALL USE 


> 


MATERIALS 


PHOTOSTAT Instant Copier 
81" x 14” 
225.00 
F.O.B. Rochester, N. Y. 


99.50 Del. 


Signet 
842" x 14” 
148.00 Del. 


Viscount 
10” x 16” 


pHorostAt 
js the 

grademork 
of 


pHorostal 
CORPORAT! 
VERIFAX IS 
A TRADEMARK 


TION 


Sales-Service Office 
can serve you! 


Photostat 
offices located 
the United 
Canada offers “package” 
service in Verifax su ae 
for any of the four av: silab le 
copiers illustrated. Their 
trained personnel offer com- 
plete instruction and service 
for most efficient operation 
. Wherever you need them, 
at home office or branches. 


Corporation with 
throughout 


States and 


Each model will make 
5 completely dry copies in 
minute. Copies can be 
on white paper, card stock 
or office forms. You can 
make translucent “masters” 
for white print machines... 
even make an offset master 
in one minute, using low cost 
adapter. 


up to 


one 


See these practical Verifax 
Copiers at any Sales-Service 
Office today or write direct 
to us for the address nearest 
you. 


PHOTOSTAT 
CORPORATION 


P. O. Box 1970-D 
Rochester 3, New York 
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of the usual dalliance 


Sexes. 


between the 
Women must meet men and 
man must somehow fetch his woman. 
The 
connotations of the office wolf was not 
simply overtures, but a determindedly 


Can an office afford it, however? 


[hey give themselves away by telltale 
signs. Through observing them face- 
to-face, watching for these signs and 
reading them well, we spot the 
It is far better to take the trouble 


before employment than go into tail- 


can 
wolf. 


unilateral drive without regard for 


sanctities or business regularity. 


spins afterward, trying to get at the 
and 


person.” 


facts avoiding an injustice to a 


“Naturally, were opposed to any- 
thing that will disrupt the normal rou- 


tine of the office,” 


An interesting manner of handling 
she agreed. “I 
think that we'll 
find that, by tak- 
ing the 


eon 2 eee 8 8 Oe Ee EO EO EG 
proper 
precautions at the 


start, before hir- 


ing, many bad 


DATERS | 


for SMALL 
and LARGE 


situations will not 
Study 


people; 


develop. 
Vour 
gauge their 
habits.” 
She referred to SPACES 
screening for IQ, JAN 23°57 
FORCE Daters fit the space 
of all office forms. Model 400 is 
ideal for narrow spaces—inven- 
tory, ledger, sales cards etc. 
Date changes with stylus. Model 
450 is all-purpose dater; month 
changes automatically after 3st 
day change. Bold day figures 


are easy to see. 


aptitude and word 
association _ tests. 


She 


belief that a care- 


was of the 


fully prepared in- 
terview with an 
applicant would 
give clues to his 
make-up. 
“Perhaps, being Write for Catalog 


NOV 26 | 


WM. A. & CO., Incorporated 
aoe 16 Nichols Ave. 
a Brooklyn 8, N.Y. 


Sales Offices: NEW YORK e CHICAGO « SAN FRANCISCO ¢ MONTREAL 


a woman, I stress 
this preventive 
side,” she said. “I 
have found. how- 
that 


ever, Over- 


sexed people 
are comparative- 
ly easy to detect. 
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ASE 


SAS 
Raw 
Zw 
Sy 


It doesn't take a production genius 
to operate this high output driller. 
With its quick, simple setup and 
extreme ease of operation short 
runs are not a headache but a 
special delight. Handles a full 
range of round holes required for 
post and ring binder forms, with 
attachments for cornering, slotting 
and slitting available. 


Write for literature now. 


PIONEER 


1130 Nebraska Ave. « Toledo 7, Ohio 
For More Information Circle No. 374 





office wolves turned up in the office of 
a large advertising agency. This office 
attractive 
young women who were fully qualified 
for their jobs. 


had a constant turnover of 


Finally, the personnel 
manager determined to find out what 
made them leave. He, as well as the 
agency's top management, were amazed 
to learn that continual impingment by 
wolves was inflicting the damage. 

The submitted to the 
agency's plan board for ventilation and 
they came up with the following com- 
pany policy for both male and female 
employees: 


mess was 


1. No married male employee should 
be encouraged to associate with a mar- 
ried or unmarried female employee 
after business hours, except for busi- 
ness reasons and unless the company 
has authorized it. 

2. Married male employees must ad- 


vise wives when escorting females, either 


employees or clients, during or after 
business hours, on company business. 


3. Unmarried male employees must 
avoid fraternizing with unmarried fe- 
males, especially those not in their de- 
partments, but are free to associate 
after hours if they so desire. 

4. Failure to observe these rules may 
lead to termination of employment. 

What happens when the wolf is a 
top man? handle this 
case? 


How do you 


“It poses one of the real big prob- 
lems for many ambitious girls,” ob- 
served a gentleman who has operated 
a personnel advisory bureau for many 
years and is familiar with this untoward 
side of the wolf operation. “Many a 
young woman with a business career 

ntinued on page 18 
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NEW KEYSORT aac pannagesienipion _———— 


Today's only machine that and profitable manner to 
automatically code-punches ier ’ 
and tabulates original records 


THE 


nd readily 
The new Keysort ’ 
unique prin 


amounts into t 


zed procedure 
y important areas 
cards as a by 
controls. Thi 
processe the 


counting fur 


1 and prod 


retail « 


management report 

The proven speed 
classification is now c¢ i 1 inter 
punching for machine tabulation of origin: 
ords. This is the Automatic Keysort System 


new concept that allows you to proceed in an orde 


/, t rr Vay 4 ry s\ ’ ’ r 

ROYAL MCBEE .: o2/a processing division 

NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 
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You Get Things Done With 
Boardmaster Visual Control 








> Gives Graphic Picture of Your Operations 
—Spotlighted by Color 
Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 

> Simple to operate — Type. or Write on 
Cards, Snap in Grooves 
Ideal for Production, 
Scheduling, Sales, Etc. 
Made of Metal. Compact and Attractive. 
Over 300,000 in Use 


Complete price $4g50 
FREE 24-PAGE BOOKLET NO. F-300 


Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N. Y. 


For More Information Circle No. 310 
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@ Patented Knee-Action Grippers 
Hold All Copy Securely 
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Owarlldh 


Traffic, 


Inventory, 
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Ali Metal 
Construction 


THE VERY BEST VALUE 
IN COPYHOLDERS 


Rubber Feet 
Prevent 
“Creeping” 


$695 
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OFFICE MANAGEMENT HANDBOOK 
edited by Harry L. Wylie. Ronald Press Co., 
15 East 26th St., New York 10, $12. 
Developed under auspices of the Na- 

tional Office Management Assn., this sec 

ond edition provides a practical guide to 
efficient office organization and the op 
timum use of systems, personnel and 
equipment. While pointing out the ad- 
vantages of electronics, automation and 
allied developments, it emphasizes stand- 
ard performance factors, standard materi- 
als and standard yard- 
sticks in any organization. Foundation of 
the book’s 21 sections is the successful ex 
perience of well-run companies as reflected 
throughout the literature of business and 
the findings of office management authori- 

Illustrations include more than 250 

charts, tables, forms and drawings. Mr. 

Wylie, assistant secretary-treasurer of Pure 

Oil Co., was assisted by James Q. Harty 


and 32 contributing editors 


costs for use as 


ties. 


SALE-LEASEBACKS AND LEASING IN 
REAI ESTATE AND EQUIPMENT 
TRANSACTIONS by Harvey Greenfield & 
Frank K. Griesinger. McGraw-Hill, 327 
West 4Iist St., New York 36, 107 pp., $15. 
Analyzes the leasing 


and leasebac ks, 


pros and cons of 


discusses the tax, legal 
and accounting factors involved, and gives 
Simple, non-tech- 
is used throughout. A bib- 
liography wealth of material for 
further detailed study. Consultant Re 
ports, of which this is the latest issue, in- 
clude a 


practical case histories 
nical language 


Lives a 


series of timely 


affecting 


reports outlining 


factors executive decisions 


INCOME TAX-OPEDIA. Channing L. Bete 
Co., Greenfield, Mass., 16 pp., 25c. 
A scriptographic presentation of “what 
every employee should know fed- 
eral income reason 


about 


taxes.” Explains the 
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FACIT... the calculator that speaks for itself 


This is the 10 key FACIT ROTARY CALCULATOR. 
And its performance speaks for itself. FACIT 
figures faster than any printing calculator. It 
proves your figures by automatically listing the 
factors of each calculation on easy-to-read dials. 
No paper roll installations necessary. FACIT 
saves time—anyone can learn to operate it in 
just a few minutes. Cost less too! Let FACIT 
be your calculating spokesman. Multiply, divide, 
add, and subtract —with only ten keys and the 
five fingers on one hand. 


404 Fourth Ave., New York 16, or FACIT 
235 Montgomery St., San Francisco INC. 


FACIT CALCULATORS e FACIT TYPEWRITERS 


For More Information Circle No. 232 
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for income taxes, shows the tormula used 
to determine each individual’s taxes and 
gives graphic notes on filling out forms 
and filing returns. Designed for the aver- 
age employee whose wages are subject to 
withholding, this simplified guide can be 
distributed with W-2 forms. Discounts on 
quantities. 


CREATIVE THINKING by Charles 5S. 
Whiting. Reinhold Publishing Corp., 430 
Park Ave., New York 22, 180 pp., $3.95. 
Operational techniques of creative think- 

ing including group discussion methods, 

analytical or mechanical techniques that 
prove beneficial in business. This is the 
first of Reinhold’s Management 

Series. 


Science 


READING LIST ON BUSINESS ADMINIS- 
TRATION. Amos Tuck School of Business 
Administration, Dartmouth College, Han- 
over, N. H., $2. 
briefly 

briefly 

and 


Lists, 
cases) 
odicals 


describes and (in 
evaluates 733 books, 
other sources in 59 


most 
peri- 
subdivi- 


SAVE": 397 


Buy Direct from Manufacturer 


e Rubber Stamps 
e Steel Stamps 
e Special Band Stamps 


e Self-Inkers 
e Stencils 


eindustrial Inks eDaters 

e Inspection Stamps 

e Price Marking Stamps 

e Bakelite Signs e Numberers 
e Hand Printing Press 

e Inter-changeable Rubber Type 
e Engraved Deep-Kut Stamps 

e Electric Time Stamps 


Shipped on Day of Receipt of Order 
invoiced Monthly e Catalog on Request 
NO STATIONERS OR DEALERS, PLEASE! 


KRENGEL MFG. CO., INC. 
227 Fulton St.,New York 7, N.Y. Tel. COrtland 7-5714 


For More Information Circle No. 322 


€ 


sions of 12 areas of business administra- 
tion. The number of titles is almost twice 
that in the 1952 edition. Works listed are 
chiefly general and introductory rather 
than specialized or advanced. Selection 
was on the basis of “merit, coverage and 
recency.” 


THE RESULTS APPROACH TO ORGANI- 
ZATION by Edward C. Schieh. Society for 
Advancement of Management, 74 Fifth 
Ave., New York 11, 21 pp., $1.50. 

Most 


because 


management 
executives 


is weak and costly 
don’t know the spe- 
cific results expected in their job; empha- 
sis is On activity rather than results. The 
executive’s accountability for performance 
therefore is diluted or does not exist. Ex- 
ecutives and their subordinates lack the 
initiative and motivation for maximum 
contribution to the business. The “results” 
approach sets a measurable yardstick for 
line and _ staff, balanced = effort 
throughout the organization, releases in- 
dividual creativity and initiative by mak- 
ing each job a replica of the job above it 


creates 





Want the Best for Less in 
Direct Image Paper Masters? 


Use either or both sides 
for double-value, double-economy! 
REPLICA coxsonsiie 
CORPORATION 
Manufacturers of Offset Duplicating Supplies 
154 NASSAU STREET NEW YORK 38, N. Y 
For More information Circle No. 323 
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Now... right under your thumb: 
effortless dictation with 
the automatic dictating machine 





This is for sure: the new Dictaphone TIME- 
MASTER lets you get your thoughts through to 
others more easily — and economically — than any 
other method of dictation. And it’s so easy to use. 

You turn it on by simply lifting the mike. And 
you can start talking immediately. There’s no 
waiting for warm-up, thanks to transistors. 
Happy surprise: all dictating controls are touch- 
buttons—right on the mike handle. 

The heart of the TIME-MASTER is the re- 
markable, non-erasable Dictabelt record. It does 
its recording visibly—you never lose your place. 
Sound good? Get the whole story. Call your local 
Dictaphone office for a demonstration. 


GPE Dictaphone Time 7] 


NeW DICTAPHONE /?>=peme) TIME-MASTER 


G 
MORE THAN A DICTATING MACHINE—A MONEYSAVING INVESTMENT 


N.Y 


For More Information Circle No. 205 
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A. B. Dick Company presents an 


ALLNEW, ALLELECTRIC 
low cost mimeograph — 
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the only LOW-PRICED quality mimeograph to pass 
the 5-POINT BEST BALANCED BUY TEST! 


Ease of Operation? It’s the Maintained Legibility? Abso- 
nearest thing to automation! No __lutely tops! The 5000th copy is 
pumping, no priming, no fussing as clean, as clear as the 5th copy! 


with dials. Ink flow is 100% auto- - 
What About Low Cost? Here’s 


really big news! Model 412 is the 
lowest-priced, quality, all-electric 
mimeograph available anywhere. 


matic! One inking lasts up to 
3 or 4 months—or 20,000 copies. 
Foolproof feed system can’t jam 
or feed doubles! 

But no amount of words can take 
Versatility? How’s 10 copies or the place of an actual mimeo- 
10,000 copies per master for ver- 
satility? Or up to five colors at 
once? Or electronic stencils that Call your A. B. Dick Company 
reproduce type faces—even screen distributor right away. He’s 
halftones—in black and colors? listed under Duplicating Ma- 

chines in the classified section 
Speed? Indeed! Up to 100 of your telephone directory. Or 
copies per minute! mail coupon below. 


graph demonstration. 


~A:B-DICK 


BEST BALANCED BUYS IN DUPLICATING PRODUCTS 


P.S.: A. B. Dick mimeograph pro ducts are for use with all suitable makes 


**eeeeeneeeneeeeeneeneneneeneeneteeneteeeneeeneneneneteneenetneeeeneneeeeee#ee#e#e#e 
A. B. Dick Company Dept. 0-12 
5700 West Touhy Avenue «+ Chicago 48, lilinois 
Please send complete information about the only low-priced, quality mimeograph 
to pass the ““5-POINT BEST BALANCED BUY TEST!” 


Name 
Position 
Company 


Address 


City Zone State 


eoeepeeeveeeeeeeeeeeeeeeeeeeveeeeeeeeeeeeeeeeeeseeevneeeeeeevne 


For More Information Circle No. 217 
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A. B. Dick Company presents an 


ALL-NEW, ALL-ELECTRIC 
low cost fluid duplicator 
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BEST BALANCED BUY 
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THE OFFICE 


a 


the only LOW-PRICED fluid duplicator that 
passes the 5-POINT BEST BALANCED BUY TEST! 


Ease of Operation? No equal 
anywhere! Virtually operates 
itself. Fluid flow is totally auto- 
matic. New feed system can’t 
feed doubles. Built-in copy 
counter, too! 


Versatility? No other machine 
comes close! Feeds anything— 
small postcards to large, legal- 
size paper—even card stock and 
mixed—one sheet at a 
Doubles as an AZOGRAPH 
duplicator, too, for easiest, fast- 


paper, 
time! 


est and lowest cost duplicating 
with absolute cleanliness. 


Speed ? Its 100 sheets per minute 
is tops among fluid duplicators. 


Maintained Legibility? You get 
up to 400 easy-to-read copies of 
written, typed or drawn material 
per master. And with five differ- 
ent colors to choose from, copies 
get added eye-appeal, too! 


Low Overall Cost? Absolutely! 
Fact is, you get all-electric opera- 
tion at the price of hand-operated 
equipment. 


Want a demonstration? Give your 
nearby A. B. Dick Company dis- 
tributor a call. He’s listed under 
Duplicating Machines in the 
classified section of your telephone 
directory. Or mail coupon below 
for complete information. 


DICK 


BEST BALANCED BUYS IN DUPLICATING PRODUCTS 


A. B. Dick Company 


eeeeweeveeveeeveeeeeveeeeeveeeeeeeeeeeeveeeeeeeeeeeeeeeeeeeeeee 


t. 0-128 


5700 West Touhy Avenue « Chicago 48, Illinois 
Please send full information about the only low-priced fluid duplicator that passes 


the 
Name 
Position 
Company 
Address 
City 


“5-POINT BEST BALANCED BUY TEST!” 


Zone State 


For More Information Circle No, 259 
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ARE YOUR PAPERS 
PLAYING... 


S74 NX 


HIDE AND SEEK? 


Filing is important only if the finding is easy. Can 
you always put your hand on the letter, invoice, 
order, report or other paper you want, instantly? 
Are your files neat, compact, space saving? Your 
Stationer will be glad to explain the advantages of 
ACCO-filing to keep your records safe, and finding 
quick. Ask him especially about Accobind Folders 
and Accopress Binders, Made for every department 
of every business in sizes, styles, colors to suit your 


taste and exact requirements. 


“ACCO BOUND PAPERS ARE SAFE PAPERS” 


ACCO PRODUCTS 
Division of NATSER Corporation 
Ogdensburg e New York 
In Canada: Acco Canadian Co., Ltd., Toronte 


nt nnn cnanen canine ais ane ae ice 


For More Information Circle N 269 
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Now 


ver 
B.C. Allen 


CASH REGISTER 


Model 8310... 


first 

in a line 
of several 
specialized 
models... 


designed to 


serve 

business better 
through constant 
cash control. 


For information on availa 
Dealer franchises, write 


R.C.Allen Business Machines, Inc. 


668 Front Ave., N.W 


Adding Machines e B 
Typewriters © Cash Registe 


For More Information Circle N 
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Pride makes a man sharpen his skills—develop his craftsmanship 


insist on perfection in every job, no matter how big or how small 
Pride is everywhere evident in the work of our craftsmen—from the man 
who supervises the precision work of inking the ribbons to the men who 


are always “‘at your service’’ with information and fast deliveries. 


This pride has kept up the consistent, unsurpassed quality of our products 
and service since 1895. 
e carbon papers carbon copy sets e printed master sets 


e inked ribbons spirit carbons e duplicating supplies 


e carbon paper ribbons master units e copyholders 


CURTIS-YOUNG CORPORATION 


110 West 18th Street, New York 11, New York » ORegon 5-3636 
U.S. CARBON & RIBBON MANUFACTURING CO., INC. 


2 , 
621 Cherry Street, Philadelphia 6, Pa. * WAlnut 2-1416 


SINCE 1895 DUPLICATING PRODUCTS THAT REFLECT YOUR GOOD JUDGEMENT CURT 


IS‘YOUNG 
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NOW! A NEW DIMENSION IN PHOTOCOPY... 


QUANTITY 


REVOLUTIONARY 
POLYCOPY * 
PROCESS 
PRODUCES 
UNLIMITED COPIES 
FROM ONE 
MASTER... 
AT HALF 
THE COST! 


PolyCopies are made by the 
PolyCopier, an accessory 
to existing equipment. 


Only $79.50. 


CORMAC 


PHOTOCOPY CORPORATION 
60 Fifth Avenue, New York 11, ORegon 5-9310 


Now you can make five, twenty, an 
infinite number of copies—from just 
one master. Each copy is as clear, 
crisp and distinct as the original. File 
the master. Make copies years from 
now. You'll get perfect results every 
time. Copying with the PolyCopy 
process is simplicity itself. You use 
only one sheet. Peel-apart is 
eliminated. Cost of copies is cut in 
half. Copying time is slashed 

all the way. 


Now you can have 
Cormac copy quality—the finest... 
Cormac quantity—the most! 


If you have held off buying a 
photocopy machine because of 
production limitations, hesitate no 
longer. If you have a photocopy 
machine but not a Cormac, 

you can adapt the PolyCopy 

process to it. And—if you owna 
non-photocopy machine, trade it for a 
Cormac with the PolyCopy process. 
Get photo-sharp, permanent black 
and white copies which skip nothing 
—with the new dimension of 
unlimited quantity! 


The PolyCopy Process is Exclusive 
with Cormac! 


MAIL COUPON, TODAY! 


= 
CORMAC PHOTOCOPY CORPORATION, Dept. 44 
80 Fifth Avenue, New York 11, N.Y. 


‘a 1 want to see a demonstration of the 
revolutionary PolyCopy process. 

No obligation, of course. 

Send me FREE brochure,'The PolyCopy 

Story’’. 
Name 
Title 
Company 
Address 














Zone State 





For More Information Circle No. 268 
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Get on the right track! 


For efficiency and economy...use 


THE DENNISON LINE 


Flag your needs NOW and order a supply of 
Dennison office aids from your stationer. 


ADDRESSING LABELS ‘ NOTARIAL SEALS 
MAILING LABELS, GUMMED STARS, DOTS, 
PARCEL POST LABELS, REINFORCEMENTS, 

AIR MAIL LABELS INDEX TABS 


INED 


PRES-A-PLY LABELS © INDEX DIVIDER SETS 
RED BORDERED LABELS (COIN MAILING CARDS 
FILE FOLDER LABELS (PAPER FASTENERS 
MENDING TAPE KEY TAGS 
CORRECTION STICKERS {METAL RIM TAGS 


CORRECTION TAPE v SHIPPING TAGS 


Say “Dennison” when you want the best! 


MANUFACTURING COMPANY 
Framingham, Massachusetts 


For More Information Circle No. 236 
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SAY E 


Up to 50% 
of Production Costs 
on 
Davidson and 
Multilith 
Duplicator Plates 
with 


> 


RAPID 
PRINTER! 


= 


a 


Cut printing production costs to the 
bone by making your own pre-sensi- 
tized plates for Davidson, Multilith 
and other small presses automati- 
cally, and with your present office 
staff! RAPID PRINTER actually pays 
for itself in one year if you make as 
few as six offset plates and duplicat- 
ing masters a week! Plates made 
with RAPID PRINTER give longer 
runs, have clearer dot structure, 
sharper line definition. Completely 
clean and completely trouble-free, 
RAPID PRINTER is the original and 
only completely enclosed carbon arc 
lamp and vacuum printing frame 
combination. 


5 Contact deal 
compa ny, inc. or write for bulletin 23080 


General Office and Factory: 
824 S. Western Ave., Chicago 12, Ill. 
EASTERN SALES AND SERVICE: 215 FOURTH AVENUE, NEW YORK, N.Y. 
For More Information Circle No. 240 
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This ADVANCED 


for Tet tir-tic) miei ast-maal ale ¢-t-4 


Talco Mm aalolal 


Here is the master of the minute the Advanced 
Monro-Matic Calculator! It automatically frims min 
utes from every figuring job. Automatically locks 
accuracy into every answer. This is truly the world’s 
most advanced calculating machine. That's why 
Monrd-Matics are being purchased today by busi 


ness leaders like these 


cance) 


Minute-saving, money-saving i tellael AG&eliatiiclicla Maela) 


be bought, leased or rented in every variety of =) 
See the MAN from MONROE 


for CALCULATING 
Monroe Calculating Machine mpony, inc, Orange, New Jersey +) x) ADDING - ACCOUNTING 


DATA PROCESSING MACHINES 


A DINESION OF LEP TON INDUSTRIES Niel 
Offices for soles-and service throughout the world 


For More Information Circle No. 203 
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Colitho Direct Image Plates 
for OFFSET DUPLICATING 


pH-Controlled for Faster, Finer Copies 


pH-control coating is an exclusive, pre- 
cision process that insures a constant 
chemical balance in the coating of Colitho 
offset paper plates . . . a chemical bal- 
ance that permits exceptionally broad 
duplicating tolerances. From prepara- 
tion to duplication, pH-control coated 
Colitho plates are easiest of all to han- 
dle. Make-ready is speeded up and 
down-time is slashed. Best of all, with 


Colitho you get matchless uniformity 
thru the entire run—copy after copy. 
For further information write: 
Columbia Ribbon & Carbon Mfg. Co., 
Inc., 8612 Herb Hill Road, Glen Cove, 
New York, Columbia Ribbon and Car- 
bon Pacific, Inc., Duarte, California. 


COLITHO PLATES FOR XEROGRAPHY 


pH-control coated Colitho plates are available in a vapor- 


barrier pack for xerographic use. 


DIRECT IMAGE 


PAPER PLATES 


OFFSET DUPLICATING PLATES AND SUPPLIES 


*T.M. Reg. U.S. Patent Off. 


For More Information Circle No. 
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EMBEE solves all your 


office folding problems 
...for pennies a day ! 


Nelo 


MODEL 230 - /\ 


f 


folds sheets up Ni 
to 914” x 18” \ 


MODEL 360 
folds sheets up 
10: 1354" % 27" x 


MODEL 230 


pS 


@ DAVIDSON EMBEE ~— the only complete office 


folding machine—ends the chaos and high costs of hand folding in every 
office, small and large. For only pennies a day, you can fold letters, 
invoices, catalog sheets, etc....and get them in the mail on time 
every day! No other small folding machine can match EMBEE’s versa- 
tility. It produces one or two parallel folds at speeds up to 12,000 
842’x11” sheets per hour. Embee is the. only office folding machine that 
scores, slits or perforates separately or in conjunction with folding. You 
can run any stock from the thinnest onion skin to 100-lb. index. And 
what a comfort to have Embee’s self-adjusting folding rolls! EMBEE is 
equipped with automatic feed, and you also get a hand feed board 
for folding where special handling 

is required. Brochure describes sinaces comenanen 0-12 
many other money-saving features 50 Acorsen Staak, Bidcliien & 00: 
—mail coupon for your copy. 7) Sead n EMBEE 


Arrange EMBEE Demonstratior 
]@  avrosor CORPORATION 


A Subsidiary of Mergenthaler Linotype Company 
29 RYERSON STREET, BROOKLYN 5, NEW YORK 
Distributors 6 ‘ hes 4 4 
Headings in Protype * Text in Linotype 
For More Information Circle No. z 
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SCOTCH BRAND 


810 Magic Mending Tape wn 
practically disappears on i se 
contact with paper! \ ae = oon? 
Now mend pages, splices in revisions, or mak ‘ 
attachments the modern way. Next-to-invisible 
*“ScoTCH’”’ 810 Magic Mending Tape has a new 
dull finish surface that prevents distracting 
reflections . . . and it never darkens, cracks or 
bleeds adhesive. Does a neat, permanent re- 
pair job in seconds. You can write on this 


wonder tape, too! Order several rolls from 
your supplier today! 


Ee >>. 
Minnesota (fining ano )ffanuracrurine company Gs 


-- WHERE RESEARCH IS THE KEY TO TOMORROW er 


For More Information Circle No. 204 
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Built into a wall of the office of Werner 
G. Salg, president of Comet Die & En- 
graving Co., Chicago, are a bar, sink, 
television receiver, radio, bunk and an 
ADM-Rex Recorder Dictating - Transcrib- 
ing machine. Mr. Salg finds it relaxing to 
dictate while reclining. 


Dr. Byung Woo Kong (left), noted Korean 
eye surgeon, and technician Charles Berg- 
land, adjust the Korean teleprinter which 
Dr. ‘Kong designed in cooperation with the 
Kleinschmidt Division of Smith - Corona 
Marchant, Inc. Dr. Kong also has a 
Smith-Corona portable typewriter with a 
combination Korean- English keyboard. 
Korean keytops for typewriter and tele- 
typewriter were made by Pearl Engraving 
Corp., New York, for Kleinschmidt. 
Korean standard, electric and_ portable 
typewriters are distributed by Kong 
Korean Typewriter Co. 


ge] ub sqeqz. s) *}_ 


5- 13. 1958 
lege ae eit eee Ate etd cleed ls 
acess stoi ope the dete ejst_s =e ell. 


Part of the first message written on the Kleinschmidt Korean teleprinter in the Han-gul 
language. 
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Los Angeles’ Highest Office Building 





























: 


The new $20 million Union Oil Co. Center in downtown Los Angeles consists of four 
connected buildings on a five-acre site. The 13-floor home office tower building has 
250,000 sq. ft. and is the tallest in Los Angeles. In addition to more office space, the 
three other buildings have a complete medical department, cafeteria and auditorium. 
Architects Pereira & Luckman designed the center. 


Office employee lounge outside the cafe- A view of the reception area for executive 
teria. Bridge at rear left, over a city street, offices in the main building below which 
connects with the other buildings. there is parking space for 1400 cars. 
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This typical gen- 
eral office in the 
Union Oil Co. 
building has = an 
“air of elegance.” 
The wall - to - wall, 
static - proofed 
100% wool carpet- 
ing is more eco- 
nomical to main- 
tain. 


The Union Oil Co. 
has the most ex- 
tensive installation 
of escalators of 
any office building 
group in the west. 


Partitioned secre- 
tarial areas outside 
the offices of ex- 
ecutives. 








na... 
Santa Fe 


Nearly $100,000 worth of Speed-Klect Collators leave the Didde-Glaser, Inc., plant at 
Emporia, Kans., on their way to Australia. The five collators, each weighing almost 
two tons, make a total of 69 machines in use outside the U.S. where almost 300 are 
now in use. A regular seven-station Speed-Klect can automatically collate and glue 
up to 10,000 quadrupulate 842” forms an hour in perfect register. The Dual Stream 
Speed-Klect will double this production. 


The secretarial 
area in the ex- 
ecutive offices of 
Brandt Enterprises 
in the Rialto The- 
ater Building, New 
York, are fur- 
nished with desks 
and chairs from 
the Madison line 
of Cole Steel 
Equipment Co. 
Designers of the 
offices were Bach- 
stein & Freitag, 
New York. 
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Exterior of the Wakefield Company’s office building in Vermilion, Ohio. 


High Frequency Lighting Proves Successful 


After more than two years of opera- 
tion, the high frequency (400 volt, 840 
cycle) fluorescent lighting system in the 
offices of Wakefield Co., Vermilion, Ohio, 
is reported to be working satisfactorily 
and more economically than anticipated. 
As originally described (THE OFFICE, 
June, 1956, page 71), the system also cost 
less for components and _ installation. 

After 10,215 hours of operation, light- 
ing averaged 64 footcandles compared to 
an average of 80 after the first 100 hours 
of operation. Neither the lamps, diffusers, 
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nor reflecting ceiling were cleaned during 
this period. The offices are air condi- 
tioned, equipped with electrostatic air fil- 
ters, and located in a small town with 
no industrial smoke or smog. Four of the 
580 lamps failed in 23 months. 

The system was then relamped and dif- 
fusers were dusted, not washed. Reflect- 
ing ceiling was not touched. After 100 
hours of new lamp operation, the system 
averaged 77 footcandles. Examination of 
the old lamps indicated that an estimated 
500 to 1500 hours of lamp life remained. 


Since this original 
installation, the 
Wakefield Co. has 
completed several 
others — all much 
larger than theirs 
— while more are 
on the drafting 
board. For more 
information on 
high frequency 
lighting, Circle No. 
424. 








N. Y. Blue Shield’s Street Level Offices 


For the convenience of Blue Shield sub- 
scribers who visit the offices in person, 
United Medical Service, Inc., New York, 
opened interview offices on the street level 
of the building where their general of- 
fices are located on upper floors. The 
ground floor space was remodelled in a 
contemporary design by Kenneth H. Rip- 
nen Co., New York. The new entrance is 
shown at feft. Above'is the same entrance 
before modernization. 


The old _ interior 
stairway is shown 
above. At left is 
the new street level 
office with new 
stairway, and new 
ceiling providing 
additional work 
space on the mez- 
zanine for future 
expansion. (See 
opposite page.) 


PHe Orrice—December, 1958 








This is the rear of the office shown on the opposite page. The new operatorless elevators 
on the rear wall connect this office with United Medical Service’s general offices on the 
second, third and fourth floors of the building. A glass partition from floor to ceiling 
separates the reception area from the interviewing section. The UMS emblem is on this 
partition. The area above, before modernization, is shown below. 
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“We cut receiving — 
paperwork 68% 


this new Ozalid one-writing way!"’ 





IT'S SIMPLE! RATHER THAN WRITING UP LENGTHY REPORTS. WE USE THIS IT'S A GOOD SYSTEM. JUST 
COPY OF THE PURCHASE ORDER. WHEN ORDERS COME IN. OUR RECEIVING TAKES A FEW SECONDS TO MAKE 
CLERK WRITES IN THE SHIPMENT DATA. THEN IT GOES TO NANCY AN OZALID COPY REWRITING USED 
BACK THERE. FOR OZALID COPYING ey TO TAKE HOURS. AND NOBODY 
4 COULD READ THOSE CARBONS 


ne 


it 
him 


Lowest Cost Per Copy 

Ozalid Direct Copying ends waste- 

ful “repeat writing’ in every de- CE) Za y4N i C_° 
partment... makes dry, perfect L_ 

copies in seconds. And a letter-size IRECT PY TE 

sheet of Ozalid paper costs you BINS Cd! evs ms 


less than a penny —lowest cost per A Division of General Aniline & Film Corporation 
copy of any copying process. In Canada: Hughes Owens Company, Ltd., Monireal 
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iT ALL STARTED 
ONE DAY 


LAST YEAR... 
seeemenidenieieaainaieitaninthini te rinteaenaataaieaatinite ieee 
WE'VE JUST GOT TO BREAK THE jAM IN OUR RECEIVING DEPARTMENT ! DO YOU 
KNOW WE HAVE STOCK ON THE FLOOR OVER A WEEK—AND NO REPORTS OUT YET! 
is ss ee 
2 ; é YOU OUGHT TO COME OVER AND SEE THE NEW SYSTEM 
a ¥ WE HAVE! NOT A BOTTLENECK SINCE WE STARTED 





IT'S FAST ALL RIGHT. AS A MATTER OF FACT, OUR ORDER 
REPORTS ARE OUT ALMOST THIS OZALID METHOD ~— pg paRTMENT LIKES IT SO MUCH. THEY'RE 
AS SOON AS : REALLY MAKES SENSE! § putting IN THEIR OWN OZALID SYSTEM! 

THE STOCK ARRIVES! 


a a 
Ozalid, Dept. Z-12 

Johnson City, N. Y 

Please send more information on Ozalid one-wrtting systems for 
these departments 

[} Purchasing _} Order-Invoicing |} Accounting 

[|] Receiving _} Production Control |] Engineering 


SEND COUPON 
FOR FULL 
SAVINGS STORY 


Name _ 





Position _ 


Firm _____ 








Address __ 





City. State 





For More Information Circle No, 265 
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All purpose 
Model, 
widely used 


SPIRIT DUPLICATORS Sepa 


9” x 14” 
or 17” x 14” 


* 20 hand or electric modeis 


* Systems machines for every type 
of selective reproduction 


General duplicating, including 
endiess copies 


All Banda models reproduce up to 
7 colours in one operation 


For all sizes of copies up to 
“Endless”, ie. 17” by any 
length 


DISTRIBUTION AND SERVICE IN 
92 COUNTRIES OF THE WORLD 


The fastest selective duplicator, 

Electric sit-down model, for reproducing one or more lines 

billing routines and similar simultaneously with headings, as 
applications well as complete copies 


MODEL 
90 HAF. 


<< 
®) : business machines and systems 
eee 


=j Role @. whim) tie) ii a) 


Head Office: BANDA HOUSE, CAMBRIDGE GROVE, HAMMERSMITH, LONDON, W.6. 
Telephone: RiVerside 4121 (20 lines Cables: Blocander, London. 

Sole distributors in Canada: Block & Anderson (Canada) Limited. 

Sole distributors in South Africa: Block & Anderson (South Africa) Limited. 


24 branches in the U.K 


For More Information Circle No. 237 
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NEW FREE CATALOG DETAILS 
Y-SAVING, TIME-SAVING 


BENEFITS OF STEEL STORAGE 


FILE Describes files for every Record — Tab Cards, 
Microfilm, Checks, Letters, Cards, Invoices 





Every firm with a record storage problem can realize important 
benefits outlined in a new Diebold catalog that detajls on-the- 
job savings many offices are now enjoying through the use of 
Diebold Steel Storage Files. 


Covering the complete range of record storage needs—whether 
it be microfilm, tab cards, documents, letters, invoices or other 
commonly used forms—the Diebold catalog pictures the Diebold 
way to better record storage at lower cost. 


Use the coupon below to send for your free copy of this catalog 
now .... you'll find it helpful, useful and profitable. 


_DIEBOLD 


INCORPORATED 
Dept. OE- 124 
CANTON, OHIO 


Please send me the new Diebold catalog on 
Steel Storage Files. 








DIEBOLD 


steel storage files 


Name 


co wou, DEOL Address 


City Zone 


For More Information Circle ! 





. When 
ev erything 


em eleva tae e 


The answer to labeling problems in 
the office, factory, store, home. Ad- 
heres with slight pressure — no tools — 
no holes in fixtures. Eight transparent 
colors for instant identification. Label 


remains clean and legible inside plastic 


holder and is changeable. Made in 6” 
lengths and 1/4”, 34” and 1” widths. 
May be cut to length required and 
makes 3 to 6 ordinary label holders. 
At your stationer or write 
for sample & folder 


CEL-U- UEX LURPURATION 


NEW WINDSOR, (NEWBURGH), NEW YO 
For More Information Circle No. 231 
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The Master Mind of Cash Control 


“For friendly 
shopping 


Revolutionary new 

streamlined Cash Register, with 
automatic, itemized receipts, numbered 
and dated, stamped with the Firm’s name; 
accumulating automatic customer 
counter, as well as built-in 

adding machine. 


In Canada: Regna Cash Registers 

of Canada Ltd., 704 Notre Dame St. W 
Montreal, Que., and Business Equipment 
Machines, 489-R King St. W. Toronto, Ont. 
OUTSIDE CONTINENTAL U._S.: 
Jorgen S. Lien, Box 507, Bergen, Norway 


COMPLETE 
PROTECTION 
FOR SHOPKEEPER 
AND SHOPPER 


Sensational ! 
Simply Fantastic! 


REGNA 

Cash Master 

“The Dream 
of every 
Retailer” 








REGNA CASH REGISTERS INC., 

175 Fifth Avenue, New York 10, N. Y. 

Gentlemen 

Please rush more information on the new Regna Cash 
Master and outline advantages of becoming a Regna Dealer. 


Name__ — ‘ 
Address —___ —— 
City Zone 








For More Information Circle No. 
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44 
@O » 


ORIGINATORS OF THE SPIRIT PROCESS 


PORTABLE SPIRIT DUPLICATOR 


As dependable and personal as your portable typewriter— 
and just as easy to carry—the Piccolo combines the best fea- 
tures of larger, more expensive spirit dupiicators at a price 
even small businesses can afford. Check these advantages: 
@ Unusually brilliant copies ® Uses any spirit carbon or fluid 
® Rugged construction © Copy size to 9” x 13” 
® Nothing to get out of order ® One turn of handle per copy 

® Up to 5 colors at one time 


Write us for dealer nearest you. 


IEALERS v ble in almost A well-made, effi- 4 
= rn iT ps 3 S i] ‘" cient spirit dupli- e Hoo 
ether nid sete volt gla cator at the sensa- 
a non-exclusive basis. tionally tow - price plus federal excise tax 
— : . Optional addressing device $5 


COPY-CRAFT inc. 
Dept. F-10, 105 Chambers St., New York 7, N. Y. © BArclay 7-4150 


AR BON PAPER ANO RIBBONS OUPLICATING. PHOT PYING ANO SYSTEMS MACHINES ANDO SUPPLIES 
For More Information Circle No. 23 
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The right envelopes in the right size — 
and right at hand — will help you speed 
operations and reduce costs in mailings, 
business systems and packaging. 

This new envelope selector chart shows 
70 U.S.E. envelopes, and lists standard 
sizes for each style. It will give you some 
good ideas! . . . for example, snap-fastener 
envelopes for intra-office communication; 
large, husky “Flat Mailers” that signal 
‘First Class” or ‘‘Air Mail’ in every post 
office; ‘‘Outlook®” window envelopes 
that say ““Thank You”.... For a free 
copy of this Envelope Selector Chart pin 


this ad to your letterhead. 


“You get the idea, George? 


When a man wants to 
select the right envelope 
in the right size, he 

2 looks in this chart and 
there it is!’’ 





O-3 


TT ee Wi te hoe LS 


Springfield 2, Massachusetts .. . 15 Divisions from Coast to Coast 

a U.S.E. makes more envelopes for more people to use in more 

hs Ist 2 ways than any other manufacturer in the world. Also Paper Cups, 
Ay, = Transparent Containers and Linweave Quality Papers and Envelopes, 


For More Information Circle No 
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NEW Plus-O-Matic Electric 


° 
é e 
WITH THE 


NOW! THE FIRST MAJOR DEVELOPMENT 
IN KEY-DRIVE ADDING CALCULATORS 
IN A GENERATION! 





@ Faster 


® More Accurate 


The “Magic Multiplier” is an 
exclusive feature of the New 
PLUS-O-MATIC Electric Duplex 
Adding Calculator! 


@ Eliminates Key Depressions 
@ Multipliers Visibly Displayed 
@ Easier to Operate Because It’s Automatic 
“The Motor Does The Work”’ 


And Still The Most Lconomical Key-Driue 
Calculator to Buy and Maintain / 
Computing Machines Division 
CONTROL SYSTEMS, INC. 


5S Beekman Street * New York 38,N.Y. + REctor 2-0045 


Representotives in Principol Cities 





For More Information Circle No. 222 
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sy to Cleon An Sif Cities Gift 


Gleams when cleaned 


with domp cloth. Resists The Most Beautiful CHAIR MAT Ever Made 


sleoh cigorette burns 





Lustrous plastic wood-grain "Executive chair mat gives an office that 

QQ | > million-dollar look! Blends perfectly with modern decor. Laminated to 

NSF extra thick Presdwood, wears like iron. Buy the ‘Executive’ as a gift 

today! Choose from 4 authentic wood-grain patterns in decorator 

t colors: Desert Tan, Walnut, Mist Green, Driftwood Gray. A great value, 
Extra Thick exceptionally low in cost. 

Heavy lamination of 


ee am 0 memeaSEND COUPON TODAY memmas 


5/16” Presdwood. Won't 


slip, won't creep 


Chairs glide smoothly 


Interstate Metal Products Co., Inc. 
(Office Equipment Division) 
666 Lake Shore Drive, Chicago 11, Ill 





Please send me FREE literature and more information 
about Executive plastic chair mats. 


NAME 


TITLE 


over the mar-resistant 
surface. Not slippery 


Chip resistant ESTABLISHED 1933 


For More Information Circle No. 


COMPANY 


ADDRESS 








oS Se a eee ee ae 
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from 
any angle 
your 


Professional writers like 
Quentin Reynolds and 
Kenneth Banghart choose Cole 
above all other portables, 
because only Cole has all the 
important features they 
demand in a typewriter... 
Mist Green, Desert Sand or 
Cole Gray. Complete with 
matching carrying case... 
only $94.50 plus’ 








COLE STEEL OFFICE MACHINES, INC. « Affiliate of Cole Steel Equipment Co., Inc. ¢ 415 Madison Avenue « New York 17, N. Y. 
For More Information Circle No. 202 





Insure yourself against inferior jobs by 
standardizing on Hamilton Bond. Here 
is a paper made from a blend of the 
finest pulps, with a genuine watermark, 
a smooth and uniform surface, strength 
and durability second to none. The 
white is now whiter and brighter than 
ever, and there are 11 colors for ef- 
ficient business use. 

Hamilton Bond is pre-humidified and 
moisture-proof wrapped to lie flat and 
feed well. It is surface sized to prevent 
linting and fuzzing. 

For a sample package, ask your mer- 


Your work is as good | 


rae 


“as your bond 


chant or write direct. Prove to yourself 
that Hamilton Bond brings out the best 
in your work, 


DISTRIBUTED BY LEADING MERCHANTS 
IN ALL PRINCIPAL CITIES 


‘HAMILTON | 
PAPERS & 


Hamilton Paper Company, Miquon, Pa. 
Mills at Miquon, Pa., and Plainwell, Mich. 
Offices in New York, Chicago, Los Angeles 





For More Information Circle No, 215 
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O1I0lolo-x 


6)! 


fee completely automatic multiplication 


Bae at conventional adding machine cost 


new————"addo-x" model 2341 E automatic multiplier 


8 with———_——fast_—__fast ————_ fast completely automatic multiplication 


8 priced ———_low———_low——_low— no morre than a conventional adding machine 


8 you——— —save-———-save ————_with this truly unique adding machine 


for details phone, wire or write”addo-x inc’, 300 Park Avenue, New York 22, NY, PL 5-5420 
For More Information Circle No, 201 
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“addo-x” model 2341E automatic multiplier 


-completely automatic multiplication 


® priced —_——low ee ee ——no more than a conventional adding machine 


8 you-——_-— save ————_ —— ———with this truly unique adding machine 


for details phone, wire or write"addo-x inc", 300 Park Avenue, New York 22, NY, PL 5-5420 
For More Information Circle No. 201 
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‘| tried 
them all... 


the NEW Thomas 


Collator is years ahead!” 


This may sound melodramatic, but girls do get 
carried away over the New Thomas Collator. 
The modern functional design looks well 
anywhere. It’s been designed for the operator 
to handle collating in the fastest and easiest 
way possible. No more mad scrambles and 
hectic last minute deadlines. The Thomas 
Collator turns a time consuming and irritating 
chore into a pleasant and efficient job. 

One more thing, don’t be misled by gadgets 
or trick names; make your own comparison 
and you'll know why more people buy Thomas 
Collators than all other makes combined. 


Thomas Collators Ine. 


Dept. B, 50 Church Street, New York, New York 


ats. 


ye ee mottels—to meet your specific needs 


2 6 i Coil 


For More Information Circle No. 261 





The Allocation 


OFFICE 


ARTHUR W. 


and Layout of 


SPACE 


CLARK 


Director of Planning, Home Security Life Insurance Co., Durham, N. C. 


UR OFFICES 


serve us In many ways. 


and our buildings 
In simplest 
terms, they are used to control eli 
mate. They regulate environment. We 
can keep out sun, wind and rain. We can 
regulate temperature, humidity and light 
We can suppress unpleasant noises and 
introduce soft music. 
We 
physical environment in terms of pro- 


vo on and on improving the 
viding unobstructed space, efficient 
means of communication, floors that will 
support heavy loads while permitting us 
to tap electrical current and communi- 
cations lines at essentially any point, 
fine food service and recreational facil- 
ities—even sterilized air to breathe. Be 
cause we do enjoy this vastly superior 
and more costly—working environment, 
we have a vital responsibility for its 
This 


careful 


we achieve only 
planning of the 
We must cd 
kind of 


space we need, not simply at a given mo 


wise use. ean 


through as- 
signment and use of spac 


termine how much and what 


ment in time but, in terms of a growing 


and constantly changing organization 
Though our primary concern may be with 
general clerical areas,we must provide too 
for special space categories of varying 
the 


conditioning needs of the tabulating de- 


types increased electrical and air 


partment, heavy floor loads in central 


filing, special facilities in the medical 
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department, and so on. We cannot in- 
telligently study layout in the general 
clerical areas themselves until we fir 

make a thorough analysis of our methods, 
procedures and consequent work flow. 
Once these basic steps are behind us, 
establish 


an 


which will 


o! 


we can standards 


permit objective analysis our 
space requirements. The cafeteria man 
he needs 15 
dining area 


kiteh 


ager may determine that 
sq. ft. 


3 sq. ft. per meal prepared in the 


per seat in the 


We must determine how much space 


need for a clerk or supervisor, for a fil 


or key punch. In planning the uss 


clerical space, just as in planning an air 


to let 


] 


conditioning installation facil 


or 


ities, we must plan for the future as 
well as for the present. 

Assume that we made an analysis of 
our organization in 1956, that we are to 
acquire new space in 1957, and that a 
preliminary estimate of our growth rate 
suggests that we will be wise to obtain 
sufficient 


throuch 


space to atisfy our needs 


1970. Of 


mated rates of growth but also present 


course, not only esti- 


and probable future trends in space 


eost 


rent—will influence this decision. We 


whether we are to build, buy or 


may have to enter into a 20-year lease 


to get the 


we want. We may have 
1 
} 


opportunity TX reasonal 


space 


rly 


an 


somewhat lara building tha wit 


need 





but are to rent part of it on a 


short term lease. Or we may want to 


build relatively little now so as to mini- 


mize our initial investment and ex- 
penses, though we will pay a penalty in 
adding space eight or ten years hence. 

Returning to our original assumption, 
we can calculate our current needs and 
Rather 


than ealeulate our needs for the time in 


project our 1970 requirements. 


1957 when we expect to occupy the new 
space, it is wiser to determine our needs 
for 1960, three years later. This allows 
us to enter our new space with a layout 
that should not have to be changed for 
several years without forcing on us an 
unrealistic or inefficient initial arrange- 
Within 


ment, always try to uss 


ment. a given area or depart 
an optimum ar 
rangement and leave space for expan 


sion. Do not spread people and 
equipment around to fill up space. 


Making 
at best. No simple 


space projections is difficult 
method 


Study each depart- 


reneralized 
or formula will do. 


ment separately and make a realistic 


appraisal of its growth trend. This re- 
bined 


" ce 
eom! | rt 


quires the efforts of depart 


ment heads and top management. 
example, an electronic ¢ 
added to the 


might materially reduce personnel 


ymputer is to bi 
tabulating department, it 
and 
space requirements in the 
department. 

General office areas may be divided 
into three major space categories: (1) 
space used for private offices, conference 
rooms and other enclosures and special 
areas; (2) space required for bulk files, 
and equipment, and 


special machines 


their associated work areas; (3) clerical 


work areas. 


The clerical work areas include not 


If, for 


accounting 


only desks and chairs, but also miscel- 
files, and the 


like used in average 


stands 
The 
distribution of such equipment must be 
included to 
for open clerical areas. Space in the 


laneous machine 


these areas. 


arrive at space standards 
second category is not clerica! but con- 
sists of file batteries, groups of machines 
and similar areas. In private office space 


AceeSS Arens Tor the ‘ 


allowances include 

offices, generally a 4-ft. aisle along the 

front of the office. 
Rerardless of the Space eategvory we 


that the 


standards we establish are related to the 


are considering, remember 


physical characteristics of the space. 
Our schedule of private offices may show 
about 125 sq. ft. 
executives; vet we may 
12 x 12 ft 


More space will be required per clerk if 


that we want for junior 
he foreed to a 
office by the building module. 
the building is cut into small or irregu 
lar areas or is interrupted by columns 
or projections from the perimeter walls. 
More space 


department by reason of a 


may be needed in a given 


traffie flow 


through it to building service areas and 


the resulting need for more aisle space 


than would otherwis« be required. An 


organization standardizing on 60” x 34” 


desks will in its space require 


ments from one using 55 


x 30” desks 


Seek tO keep thie space 1 aro’ ope 


and uninterrupted areas. Place depart 


ments according to the flow paths of 


work modified by their requirements for 


special facilities and equipment and by 


communication factors as public 


Within 
functional 


such 


access. the department, use a 


arrangement. Try to ar 


range desks SO work flows in straight 


lines from those behind to those in front 
files 


and so people are near the and 
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equipment they use. Place desks end to 
end in pairs beeause placing them singly 
wastes space while putting three side- 
middle 


vetting to an 


by side forees the clerk in the 
to disturb a neighbor in 
With 


aisle, allow 3 


aisle. each person sitting on an 


feet, front to back, be- 
tween desks. This is ample for comfort 
without wasting space. 

Face all your clerical desks in’ th 
same direction to preclude the distrac- 


tion of facing a neighbor. Do not face 


desks into walls or windows. In a eol- 
umn of pairs of desks, try to standard 


ize on the desk 


lengths so as to have 


straight aisles, or use complementary 
10” and a 


50’ desks it 


lengths such as a 60” desk 


behind a pair of this will 
better satisty clerical needs. Use 4 to 5-1t. 
aisles, 3 +-ft. 
t-#t. feeder aisles depending on 

of traffic. Aisle 


filing depends on the degree ot file 


eross aisles and two to 
three 

volume space in bulk 
activ- 
ity; maximum spacing is required where 
filing and finding occurs in two rows of 
facing files at the same time and is ac 
companied by traffic up and down the 


aisle. The table below Fives basie 


area requirements for a few items of 


furniture and illustrates the way in 


which areas allocated are related to 


equipment size, work space and aisle 


requirements. 
basic data re 


our standards. 


These are examples of 
quired in formulating 
N hereve r possible, establish standards re 
lated to a unit, whether it be one clerk 
in an open clerical area or one 
More detailed 


alysis may be required where 


a bulk filing area. 


there 
a number of different types ot units ol 


equipment. For example, in the tabu 


lating department we prepared work 


sheets on which we showed for 1956, 


1960 and 1970, the type and quantity 
machines, area for m: 


required 


venines, 
work space area, and total area by ma- 
chine type. From these we derived total 
machine area and total work space area 


by vear. On these same sheets we showed 


our electrical current requirements and 
the itl 


Btu per hour output with the ma 
chines operating at full capacity. 


office requirements are best 


Private 





SIZE AND TYPE 
Desk, 60" x 34" 


Two abreast in 


Desk, 55" x 30" 


Two abreast in 


File, 28.5"" x 18" In double 
tended 


rows, 


{28" ea.) 
File, 28.5" x 15" 
File, 28.5"" x 18" 


Same as above. 


File, 28.5" x 15" 


Same as above. 





ARRANGEMENT AND SPACING 


parallel 
70" back-to-back, 36" aisles. 


parallel 
66" back-to-back, 36" aisles. 


facing, 
drawers of facing files. 


In double rows, facing. 
drawer to front of closed file facing. 


AREA PER UNIT 
and 


rows columns. 37.9 sq, ft. 


rows and columns. 


33.5 sq. ft. 


18"" between ex- 8.2 (3.56, 4.63)* 


6.8 (2.97, 3.85)* 


18" from extended 6.4 (3.56, 2.88)* 


5.4 (2.97. 2.40)* 








* First figure in parentheses is square-foot area occupied by file itself; second figure represents 


the work space required. 
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projected by using a subsidiary work 
sheet which shows by year the positions 
requiring private offices and their space 
requirements. Column and mullion spac- 
ings, furring, ete., may introduce modi- 
fications when these offices are fitted 
into the available space. 

The 


a study of the building service areas, en- 


data enumerated, combined with 


ables us to derive an estimate of inside 
gross building area per person and of 
the former 


net usable area per person; 


may be 165-185 sq. It. and the latter, 
120-135. In a typical department we are 
likely to find 85-100 sq. ft. 


including all three space categories. But 


pe r pers mm 


we were more concerned with estab- 


lishing’ the standard for opel clerical 


including the llaneous dis 
files 


found in such areas but excluding en- 


areas, 


mises 


persed and equipment typically 


closures and areas for bulk filing and 
special equipment. 
standard 


In our example, the 
established is 60 sq. ft. per 
person. With different assumptions (for 
instance larger areas, smaller desks or 
less miscellaneous equipment) it might 
have been 50 sq. ft. 
Assume that we have made an analysis 
of our present organization, equipment 
space, We Nave 


through 1970 and have 


projected 
estmated 
needs in each eategory. We 
space and 
termined the are: nvolved. Next 
our requiremé¢ available 
space, remembering directions of work 
flow, needs for communication, public 
access, special facilities and expansion. 
Remember that a central stenographic 
pool may be easy to move to another 
area in 1965 but the tabulating depart 


ment will not be. Before we can make 


an actual seale layout of every 


piece of 
furniture and equipment, and of every 
office and special facility, assemble all 
the area information and requirements 
Reconcile departmental space require 
ments and their optimum geographical 
relationships with the facilities at our 
disposal. 

By using a work sheet on which we can 


assemble these data in tabular form, we 


can reconcile what we need with what 


we have. The work sheet opposite may 


be implified by eliminating any col 


umns that are not needed in a given ap 


plication. For example, if we wish to 


extract a summary for 1970, we may 


} 


line for each department 


use only ne 


without detailing private and 


omees), 


we may eliminate altogether a number 


of columns leaving only significant ones 
on the summary. Rather than prepare 
new form, simply use the same one with 
left (The 


paper 


some columns blank. form 


itself 1s drawn on and 


tracing 


reproduced by any copying process.) 


[his form is a modification of one used 
by John Hancock Mutual Life Insurance 
Co. in a space survey prepared by Ro- 
land A. Mangini. Let 


work sheet column by column. 


us examine the 


1. The date shown represents the date 
in 1956 upon which all 1956 figures are 
based. Figures prepared in March, for 
example, might change substantially by 
November. Showing the time of compila- 
tion may preclude a question as to their 

iabi [f we are preparing a sum- 
yf our estimate for the end of 1970, 


blank. 


2. In addition to the department name, 


an leave this colun n 


indicate the year for which the data in 


each section—on each line—apply. Those 


for 1956 are actual; the others are esti- 


floors on which the de 
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Space SURVEY 


VVORK 


SHEET 





2. 
DEPARTMENT 


3 
Fico 


+ 
NO.OF. €.F 
CYRRCENTLY 
ASSIGNED 


rs 


NO. OF PERSONS 
CURRENTLY 
ASSIGNED 


6 
nO. CF s.F 
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SPACE USED FOR PRIVATE OFFICES, CORK 
Rooms AND OTHER ENCoSURES GrcLUOINE ACCESS ARIAD 


> PACE 


EXCLUSIVE OFPRNATE OFFicgs, ET< 
(CLERICAL. FLe 6 SPECIAL PQUIPMENT 48: 45) 





NO. OF PRIVATE 
OFFICES, Gone 
RMS ¢ ENHOS 


NO. OF S.F 
ASSKENED 
(wee Access) 
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NO. OF PERSONS 
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to 
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ocated at 
more than one 
identify it. This 


identifying geo 


partment is located or will be 1 
the specified time. If 
building is involved, 

column is important in 
graphical locations of 
n totaling space required for departments 
on a given floor at a given time, 
it may be compared with what 
available on that floor. 


departments and 
so that 
is actually 


The number of square feet assigned 
at this date, stated in terms of net usable 
area, not gross area or net rentable area. 


Even though a single department occu- 
pied an entire floor, we would not charge 
rest room facilities to it.) 

0. All personnel assigned to the de 
partment are incl 


This fig 


uded in this figure. 
ure is obtained by dividing 
the total assigned area by the number of 
people assigned. In a typical clerical de 
partment with an amount of 
space in offices and 
lar areas, we expect a figure of 85 
100 sq. ft. Some departments will have 
either bulk filing nor private offices, and 
60-70 sq. ft. may be perfectly adequate. 
An area such as the agency department 
of a life insurance company may require 
a large number of private offices in re 
lation to the number of personnel. Do not 
apply general basic figures in a specific 
situation. This is why we cannot cut our 
form off at this point. In many building 
areas, such as those housing medical facil- 
ities or the kitchen or central filing area, 
no standard has any validity. We must 
eal with other units in establishing 
space requirements. As a result, the com- 
pany average area per person will differ 
markedly from the average for its clerical 
departments. r, too, that when 
we project requirements we are 
in terms of optimum space our 
figure of 60 sq. ft. per clerk in the aver- 
clerical department. We work 
with less, and almost we will 
work with less before adding additional 
All too often expansion programs 
in terms of office — do not get under 
way until existing fac 
crowded. 
7. Like the succeeding three, 


average 
in bulk filing or simi 
may 


Remembe 
doing it 


hence 


age can 


inevitably 
space. 
ties have become 


this col- 


umn applies 


rooms 


to private offices, conference 


and other enclosures and special 


areas (not including modular furniture). 


These are the areas that do not lend 


themselves readily to clerical use even 


yfices built of movable 
other 


The number of 


though « partitions 


Or any kind can be removed. 
enclosures in the depart 
identifie 


ment is shown and each is 


8. The area of each enclosure is shown, 


and the access 


area (generally a 4-foot 


aisle across the fice and 


necessitated by included in 
assigned. As in the 
column, the departmental total is shown 
in addition to the office. 
assigned to 


for the dé 


the space preceding 


figure for each 


9. The number of persons 
enclosure and the total 
partment. 


10. The average number of square feet 


+r person in the special areas. In a sun 


nary : we would probably not break 


down show 


shee 
i enclosures but simply 


} 


overall fig 
ll. Like the next ty 
may not be required and can be 
either on the basic 
summary sheet. It gives total area as 
signed to the department, that 
sumed in private and 


ures for the department. 


olumns, this one 
omitted 
work sheet or on a 
less con- 
offices other 
enclosures. 

The authorized personnel strength 
after subtracting the number assigned to 
the special areas in Column 7. 

13. No. 11 divided by No. 
feet per outside of 
areas. 

14. This and the succeeding six col 
i for bulk filing, 
ated work 


12, the square 


person the special 


umns define space special 


equipment and the associ areas. 
We specifically exclude miscellaneous files 
and office equipment located near their 
users in the general clerical space of the 
department. 
ber of files.) 


(This column gives the num- 


The actual floorspace occupied by 
the file cabinets. (Of course legal files re 
quire more area than letter files, fire files 
more than standard files, etc.) Some of us 
are not yet aware that five-drawer files 
require less space—per drawer—than 
four-drawer files. 
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NOTES: 8073 sq. ft. of vacant space remain on second floor 
in 1970. Warehouse space requirements for dead storage of 
records and furniture are not included. Central filing figures 


do not include semiactive material now in warehouse. 
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16. ‘he work space for files shown here 
depends on the arrangement of the files 
and on the degree of file activity. 

17. Tabulating machines, duplicators 
and other special equipment are enumer- 
ated here. 

18. List actual floorspace consumed by 
special equipment. 

19. Working space required for special 
equipment includes access areas for 
working on the equipment. Manufac 
turer’s recommendations can be used in 
establishing the area needed with some 
equipment. 

20. The total areas required for bulk 
filing and special equipment 
associated work areas. 

21. This column and that which follows 
are comparable to Columns 11-13 except 
that we have subtracted the total in 
Column 20 from that in Column 11 to find 
the number of square feet remaining for 
clerical use. 


including 


22. The square feet per person in cler- 
ical areas is obtained by dividing the 
figure in Column 20 by that in Column 
12. No persons were charged to the bulk 
file and special equipment areas. Desks 
for file clerks are included in clerical 
areas, but allowance is made as described 
under Column 23 for machine 
and comparable employees. 

23. This column and the two which 
follow assume a clerical space standard 
of 60 sq. ft. per This standard 
applied to our specific problem. No one 
figure can apply equally to all types or 
sizes of business or to all physical en 
vironments. Small, chopped up areas with 
many columns, furrings, projecting radi- 
ators, and inward swinging doors do not 
lend themselves to efficient layout. (In- 
cidentally, air conditioning loads should 
be based on less space per clerk than the 
optimum used in the standard; the cooling 
system must still perform satisfactorily 
though we crowded 
than we like.) Figures in this column are 
obtained by subtracting 60 from the num- 
ber of square feet shown in the pre 
ceding column. This gives the number of 
square feet excess (or short) per person 


operators 


pers¢ yn. 


even become more 


80 


in terms of our elcrical standard. In ob 
taining this like that 
under Column 24 make allowance for the 


figure, discussed 
fact that certain people (e.g., key punch 
operators) do not require clerical space 
other than that allocated as work space 
for their machines. In determining the 
number of square feet per persot in Co 


99 


umn 22) for such areas as duplicating or 
tabulating departments or mailroom area, 
what proportion of the per 


should be 


determine 


sonnel considered clerks in 


terms of clerical space requirements and 
t 


o the 


shown in 


this factor 


assigned as 


apply number of per 
Column 13. 
of the tabulating department, 
for example, we used a factor of 60%, 
other 40% require no 
that allocated to ma 
So we take 60% of the 
figure in Column 12 and divide this into 
Column 21 to get the number of square 
feet per person. Then subtract 60 to ob 


sons 


In the case 


assuming that the 
other than 
chine work areas. 


space 


° 


tain the figure in Column 23. 

24. Number of square feet required for 
clerks in this column, is simply 60 times 
the number of clerks as shown in Col- 


umn 12. Adjustment must be made, as 


described above, for personnel whose 
space requirements are satisfied within 
the work space allocated to equipment. 

25. This figure is of primary import 
ance. By showing the difference between 
space available for clerks and that which 
is required (or the clerks 
times the area excess or short per clerk 
it reveals the overall difference between 
This 


assumes that space in the first two cate 


number of 


space available and space needed. 


gories has been assigned on 
basis and the 


an optimum 
for cler- 
ical use, and this is in fact the procedure 
which has been used in making the space 
projections. 


balance allocated 


Space deficiencies must be 

1 approval of the al 
determine 
Each 


individually, as it 


reviewed before fina 
location to whether changes 


are warranted. situation must be 
examined 
ble to establish any hard and fast rule as 
to the limits of toleration of a deficiency 
in absolute terms, 


26. Subtract the space exc 


is not possi 


ss (or short) 
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Cols. 14-20 show optimum areas for efficient work based on volume of traffic in files, etc 
Col. 24 is based on standard of 60 sq. ft. per clerk in an average clerical department having 
average amount of files and miscellaneous equipment. This is optimum, not minimum. 
Col. 26: 1956 figures based on existing enclosures and optimum filing, special equipment and 
clerical space. 1960 figures (like those shown for 1970 in Col. 28) based on enclosures as cur- 
rently planned; other figures to optimum standards 

Building and Food service employees not included in any of above figures 

Totals by year shown below do not include the following space categories: Col. 19, Training 
Room; Col. 20, Lounge; Col. 21, Building Lobby, Reception & Switchboard (receptionist included 


in personnel totals); Col. 22, Cafeteria, Kitchen, etc.; Col. 27, Building Service. 
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from that currently (in 1956 
to get the area required for the depart- 
ment at the time of the survey. On the 
1960 line is shown the area required at 
that time—the 
the overage or plus the shortage. 

27. This represents the growth in space 
required from the date of the 
the end of 1970. 

28. The space required at the end of 
1970 is the sum of that required at the 
date of the initial survey and of the an- 
ticipated growth during the intervening 


assigned 


area to be assigned less 


survey to 


vears. It is the space 
the 
Column 25. 


assigned, adjusted 


for overage or shortage shown in 

Totals for 1970 in terms of the several 
categories are shown at the bottom of 
each column (building and food service 
included in 
totals 


bottom of 


pe rsonnel were not 
More 


shown at 


our sur- 
significant for each 


the the 


we excluded lounge, 


vey). 
vear are 
survey form. Here 
cafeteria, building service, and compar- 
able areas as well as our agency train- 
the other hand, we in- 
eluded printing, supply, central filing 
and We ineluded 
the that directly 


support operations while excluding those 


ing room. On 
mail service. 
service functions 
that do not, to obtain more meaningful 
The total 
tor 


averages. number of square 


feet required clerks in each case 


reflects the adjustments previously re 
ferred to for machine mail 
clerks and comparable personnel. The 
total feet 


short overall is found either by 


ope rators, 


number of square exeess or 
taking 
the difference between the totals of as- 
signed and required areas or by simply 
adding the 


under by year. The figures for number 


individual areas over o1 
per person on the total 
ealeulated di 


of square feet 


lines for each year are 


rectly by dividing the appropriate area 


total by the number of people involved 


(not by averaging figures in the column 
above) and the number of feet of excess 
space per person is found by subtracting 
this figure. At the bottom of 


Column 26 are the total areas required 


60 from 


for each year (the 1970 required area 


figure appears again in Column 28, and 


the 1956-1970 crowth figure in Column 
97 |) 


notes may be ineluded 


Explanatory 
on the 


work sheet so that the entire 


space allocation picture may be com 


one form. During subsequent 


piled on 
analysis of the areas allocated to th 
various departments for both their eur 
rent needs and projected growth rates, 
it is helpful to have all data. Subsequent 
analysis may reveal the desirability of 
making changes within a space alloca 
tion. A 


final) determination of the space assign- 


firm (though not necessarily 


ments should be completed before 


making a detailed layout of the furniturs 


and equipment in the various areas. 


Just as we cannot intelligently locate 


departments within a building without 


regard to their functions relative to one 


another, so we cannot determine the lo 


cation of furniture and equipment within 


a department without an intimate know] 


edge of the flow of work involved 


Planning the layout requires the joint 


efforts of those best qualified in layout 
techniques and the department head who 
will furnish the information concerning 
work flow, communicaticns requirements 
and other pertinent data. They may well 
work in conjunction with planning and 
methods pe rsonnel, as changes of one 
tvpe frequently stimulate those of an 
other. In its simplest manifestation, this 
situation comes down to the ease of the 


supervisor who, when faced with a move, 
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decides this is the time to make the 
change he should have made two years 
ago. 

Making the layout requires not only 
study but patience. It is best done to 
¥,”-seale on accurate floorplans con- 
taining all columns, door swings and ob- 
structions of whatever kind. When com- 
pleted it must show not only the posi- 
tion and identification of each piece of 
furniture, but the position of electric 
and telephone outlets, the equipment 
they serve, requirements for buzzers on 
desks, intereoms, ete. As geographical 
“relationships are changed in a move, so 
are communications requirements. 

Another effective layout technique in- 
volves the use of 14”-seale templates of 
tough paper stock coated with an adhe- 
sive. These may be placed directly on 
the plan, or on a plastic sheet placed 
over the plan, the plastic sheet having 


a 1/,”"-grid on it. Or the plan may be 
shown directly on the plastic sheet by 


using adhesive tape representing exte- 
rior walls, partitions, windows and simi- 
jar features. The templates may be 
lifted from the plastic and moved about, 
and they have space on them for writ- 
ing identifying data. There are guide 
lines on the templates so that one may 
readily trim, for instance, the 60” by 
30” desk to represent a 55” by 30” 
desk. 
phones and power connections for equip 
ment. 


Symbols on tape represent tele- 


If one is not faced with a large or 
recurring layout problem, he may at- 
tach the floorplan to a bulletin board, 
cut templates from file folders and use 
red map tacks for power outlets and 
blue ones for telephones. Thread of 
corresponding colors may be used for 
underfloor ducts if their location needs 
to be indicated on the final layout. A 
pin, tack or a white map tack will hold 
the templates. 

Photographic or 


photocopy repro 

















“Phone that fellow who laid out this office. 
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carbon paper 


NU-KOTE 


THE carbon for any typewriter, 
and nearly every copy job! 


Flexibility and then some, that’s NU-KOTE, the first plastic-base typewriter 
carbon. Just one grade and finish for any typewriter and practically any copy job 
imaginable. NU-KOTE outlasts ordinary carbons 3 to 1. And NU-KOTE makes the 
cleanest copies, keeps hands clean, too. You get clear, sharp copies, first to last—as 
your free trial will prove! Available only through your local dealer. 


FREE 
SAMPLE! 


OR 
A. 4a 


e/ 


° 
#ar® 


Buy where you see this sign 


Fora free sample of NU-KOTE, just mail this coupon attached 
to your company letterhead. 

Dealer Sales Dept 

Burroughs Corporation, Detroit 32, Michigan 


Name 
Firm 
Address _ 
City 








BETTER RESULTS 
LOWER COST 
with 


BerestTRom 


OFFICE 
PRINTING 


ODIN PAPER 


Use a mimeo paper? Smooth finish? 
Bond finish? Try Bergstrom’s ODIN. 
You'll like its bright-white, 

uniform surface . .. its opacity... 
trouble-free printability. Sized for 
pen and ink. Write today for samples 


and name of nearest distributor 


t 


BercstTrRom 
PAPER COMPANY 


NEENAH, WISCONSIN 


FOUNDED 1904 


RR 
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ductions of the final layout may be 
made, or the layout may be drawn on 
tracing paper (office furniture drawing 
templates are helpful here), and this 
may be reproduced. The essential ele- 
ment is accuracy. Where desks vary in 
size, and space is interrupted by struc- 
tural columns, radiators or furred out 
wet columns, we accomplish little by 
assuming a single size of desk and a 
clean rectangular area and then, by a 
quick calculation, arriving at the con- 
clusion that department X with its 40 
people should fit comfortably into the 
west wing, third floor, with five rows of 
eight desks each. It just isn’t that sim 
ple. In the long run we save time by 
inventorying and identifying our furni- 
ture and equipment and laying it out 
to accurate scale on an accurate plan. 

Even though we may be moving into 
space in an old building where we might 
assume that former tenants have been 
faced with similar problems, have no 
assurance that the floorplan we obtain 
from the building manager is accurate. 
The problem is not with the partition 
that has obviously been removed. Rather, 
we may experience trouble if this is not 
an “as built’? drawing and we find that 
a door was moved, or the space shown 
between that column and the wall won’t 
take that fire file because the base board 
projects too far, or the aisle we had 
narrowed minimum has a 
drinking fountain projecting into it. If 
air conditioning has been added to the 


down to a 


building, we may find some surprisingly 


large vertical shaft areas that do not 
appear on old plans. So use accurate 
templates on accurate plans. Only in 
that way can we finally test the validity 
of our space allocation. 
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a completely new office photocopy process... 


Peerless Photo Products, Inc. 
Shoreham, Long Island, New York 


Gentlemen: 
Please send me information about the completely new office 
photocopy process which: 


makes unlimited copies of superior quality from one negative. 


makes right-reading copies in one-sheet operation. 


can be adapted to any office copy equipment 


1. 
2. 
3. eliminates peel-apart and throw-away sheet. 
4. 
5. 


cuts cost, time and labor. 
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oly Ve (| one of our 


We only get out five mailings a year—but in a small office like this, 
those mailings used to murder us! We had to take girls off their 
regular jobs, use bookkeepers and even salesmen to stuff envelopes. 


It raised cain with our work, and it took a week to get things back 


to normal. That small Pitney-Bowes Folding & Inserting Machine 


was a lifesaver around here- 


. The new Model 3300-FH, a low- 
cost unit designed for the smaller 


office, folds and inserts in envelopes 


single enclosures at speeds up to 
4,000 an hour. It handles practically 
anything — checks, letters, cards, 
invoices, bulletins, even sheets 
stapled together. Multiple enclo- 
sures are taken care of by extra 
runs through the machine. It does 
away with costly hand folding and 
inserting. 

It is set without tools and is so 


easy to operate, any girl can learn 


and paid for itself in no time.” 


to use it in minutes. Has automatic 
feed. Automatic stoppage for faults 
prevents jamming or tearing. 

The**3300-FH” issoconvenient, 
such a work saver, and disposes of 
mailings so rapidly... that even 
with only occasional use it shows 
worthwhile savings in any Office. 
And it permits far wider use of the 
mails to promote your product or 
service. Call the nearest’ Pitney- 
Bowes office for details. Or send 
coupon for free illustrated litera- 
case studies” 


ture, and “ 


FREE: Handy desk or wall chart of new postal 
rates with parce | post map and zone finder 


eeeseeeeoeoeeveeeeeeeeeeeeeveee eevee eeeeeeeeee eee ee eeseeeeeee 


= PITNEY-BOWES ne nig 
= &« Inserting Machines 


Made by the originator of the postage meter... 10 


7 offices in 


the U.S. and Canada, with nationwide service coast to coast. 


For More Information Circle No. 248 
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ve 


worst personnel problems! 


Model 3300-FH 
advantages 


Only nationally sold and serviced 
combined folder and inserter on the 
market. 
The 3300, as an inserter by itself, is the 
lowest pri ed inserter available. 
Handles enclosure sizes (after folding 
up to 8% by 5% inches. 

®@ Automatic feed with continuous load. 
Has detectors that automatically 
prevent jamming or tearing. 


The **3300° (shown with 
Pitney-Bowes FH folding machine 
combines with any PB folder, or can be 
used by itself as an inserter alone. 


@eeeeseeoeeeeee*neeeseensteeeenee — oP SSS Ses eseerrs esse eeuneng 


Model 3100. 


with six optional stations, 
inserts up to six enclosures « 
at speeds to6,000 an ¢ 
hour. Offers optional 
hookup with a PB 

postage meter 

mailing machine. 


PitNeY-Bowes, INc. 
3460 Crosby St., Stamford, Conn. 


Send free [ illustrated booklet and case 


studies on PB Folding & Inserting Machines; 
] Postal Rate Chart. 


Name— 


Address 





rv bb 
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thanks to XEROGRAPHY 


“Complete product information and 
clear-cut pictures in a fraction of the time it 
used to take — and at a fraction of the cost!" 
-—HUGH Y. McLEISH, Financial Vice president 


McLellan Stores Company 


McLellan Stores speeds sales data, photos to field 
in fraction of former time, saves $20,000 annually! 


“And here’s the payofl 
sonnel receive complete 
clear-cut pictures in a fraction ol the time 
it used to take—and at a fraction of the 
10% less, to be exact. That 
represents an annual savings of $20,000 

“Xerography? I’m sold on it.” 

Xerography can help you, too. Write for 


our sale Ss per- 


information and 


XeroX® copying equipment, including a 
XeroX tone tray for the reproduction of 
halftones, has been in use five years at the 
New York headquarters of McLellan 
Stores Company, a variety chain of 235 
stores 

Hugh Y. McLeish, financial vice-presi- 


dent, who advocated the installation of 


cost to us 


xerography after seeing it in action else- 
where, says of its perfomance at McLellan 
“We send complete information on 
hundreds of items of merchandis« 
personnel all over the country. We have to 
do it fast—and we have to 
photograph of every item! 
“Sounds like a headache, but—thanks 
to xerography—it’s turned into a lead-pipe 
cinch. We use a XeroX No. 4 camera for 
reduction, and the size or style of the mate- 
rial poses no problem at all. We simply 
copy it onto inexpensive offset paper mas- 
ters for multiple runoff on duplicators 
“We do the whole 
we've eliminated the 


proc essors 


to sale s 


include a 


job ourselves, and 


need for outside 


proot-ol-perlormance folders showing how 
companies of all kinds and sizes are spe¢ d- 
paperwork and saving thousands of dollars 
yearly by xerography 


HALOIOD XEROX ; eS: 
58-233X Haloid St., Rochester 3, N. Y. 


Branch offices in principal U.S. and Canadian cities 


HALOID 
XEROX 
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Current trends in 
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including data processing. 








The Filing Problems of 
Office Automation 


EDMOND W. McNAMARA* 


FFICE AUTOMATION has 
brought us four types of data carry- 

ing vehicles which bear significantly on 
the filing function. One is the storage 
component of the computer system such 
aS magnetic cores, drums and disks. 
Another is the magnetic tape which can 
be used as input and output media for 
computers or as auxiliary storage for 
filed data in a computer system. A 
third, and perhaps the most predomi- 
nant and most troublesome, is_ the 
punched paper tape which serves as in- 
put and output media in the operation 
* Edmond W. McNamara is an office management 
msultant who has specialized in systems and 
procedures work 1942. A charter member 


ind past president of Connecticut Chapter 
Systems & Procedures sn., 


since 


he conducts courses 
lata 


of electronic equipment ranging from 
the automatic typewriter to the medium 
electronic computer. And _ the 
fourth type is the edge-punched card. 

It is obvious that these media are 
replacing, wholly or partially, many of 
the hard-copy business forms and the 
full-body punched card as carriers of 
business data through the clerical 
More important, they are 
substituting for the clerk in activating 
certain office machines. They are, in 
varying degree, obviating the need for 
plug-board programs, and replacing 
conventional vertical file drawers as they 
take over the chore of administrative 
memory for operational management. 

In doing these things they affect filing 
in many ways. They tend to change 
company policy from decentralized files 
to centralized files. 


size 


processes. 


[They change the 


Punched paper master tapes in file en- 
velopes (below) and in a file drawer (at 
left). 


Shaw-Walker Co 
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physical nature of the file. They sim- 
plify and speed lookup and reference 
functions in the use of active files—but 
only as far as machines are concerned. 
Individuals are having to change their 
habits and are left pretty much at the 
mercy of the machines as regards un- 











Ray Myers Cory 


Punched cards, wiring panels, tapes, etc., 
filed in accordance with frequency of use. 
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Above: punched tape unwinder or supply 
reel. At left: mobile magnetic tape file 
truck. 


scheduled or unprogrammed lookup 
and reference. Finally, these new media 
tax the ingenuity of systems engineers 
in devising ways to handle them without 
sacrificing the time that was saved in 
the basic operation. In short, they com- 
pel change in the policy, procedure and 


eee CeCe RHES 


SER 


Berger Div 


Republic Steel Corp 


Another style of punched paper tape file 
designed to match Teletype equipment. 
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General Fireproofing Co. 


Ca 


Re 


Record Files, Inc 


Above: file 
drawer for 
transporting 
punched 
cards. At 
right: shelf 
file for stor- 
ing punched 
cards in origi- 
nal boxes. At 
left: some of 
the many 
‘ types of 
Ss] punched card % 
files designed | 
for fast find- = 
ing and filing. 


Rol-Dex Div., Watson Mfg. ¢ 


*roduets 


technique of filing and pose other prob- 
lems, some not too satisfactorily solved. 

Punched paper tape especially pre- 
sents many new problems. One of the 
first problems is the storage of such 
tapes, and their transportation and 
handling between processing operations 

Files for master tapes must make the 
tape readily available to the machine 
operator. Tapes must be easily identifi- 


Yhey must be protected against 


Paper tapes are usually im 
th oil to make them both 
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An Announcement OF 
Special Interest 


To Users Of 
Office Collators 


12 BIN COLLATOR 


COLLATES- © Automaticall | STAPLES - STACKS 
UP TO 12,000 SHEETS PER HOUR! 


mechanical collotor 
American Office has awaited the development of a collator that 
would not only collate at higher sf s, but would staple and 


x Times Faster Than By Hand stack automatically as well! 


Collamatic’s new Collator-Stapler-Stacker does just that 


Cet Ea 


‘ ‘ 
J | cam ane fen and ot a price the average office can afford 


1000 SHEETS 8000 SHEETS 
IT permits collating at speeds up to 12,000 sheets per hour! 
Ave. prod. per hr Ave 
collating - stapling ' lomat IT staples collated sets automatically! 
stacking by hand ; Stapler 
IT stacks collated sets automatically! 


> Times As Fast 6 different models, from 8 to 20 bins, handle all office dupli- 


As All Other Collators 


cated paper from 52 x 8'2 to 10 x 14. Available with single 


or double-headed stapler 
Is your Baten equipment inadequate 
ind outmoded? If your collator requires If you now collate by hand or if you own a mechanical or 


hand stapling and hand stacking, Colla electric collator, you will want to know more about the new 
matic’s new Collator-Stapler-Stacker can 
process your work in half the time at 
half the cost 


Collamatic Collator-Stapler-Stacker. Send for your free brochure 


today 


‘DEPT B22 


ER COLLAMATIC CORPORATION 


MANUFACTURERS ALSO OF INEXPENSIVE OFFICE COLLATING EQUIPMENT. 
For More Information Circle No. 258 
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The Wright Line 


Above: tape reel 

tray. At left: tape 

storage unit. 
tough and flexible and not easily torn. 
This oil will bleed easily onto other 
paper or other absorbent materials, 
especially if compressed in a file. Also 
important, but often overlooked, the 
filing method must allow expeditious 
return to file after use. All of these 
requirements pose problems which have 
not been solved to the satisfaction of 
all users. 

To make master tapes readily avail- 
able to the machine operator, many 
techniques have been tried with varying 
degrees of satisfaction. Some companies 
use envelopes of a size that is easily 
filed in a standard punched card file 
drawer. There are many variations of 


Visirecord, Inc 


Punched cards filed vertically. 


this Other 
cardboard or plastic tape file trays hav- 
ing sections with enough room for 
any likely length of master tape. Easily 
affixed identification labels are attached 
to each slot. These trays fit many con- 
ventional visible record cabinets and 
desk files. Reynolds Metals Co., using 
this method, established a vertical file 
x 5” cards con- 


approach. companies use 


of cross reference 3” 
taining the file number of each master 
tape. (It is interesting to note that, in- 
stead of setting up the reference file 
after creating their master tapes, they 
first typed the reference file cards and 
secured the by- 
product of the typing.) When a cus- 
tomer’s order is received, the operator 
refers to the alphabetical card file which 
tells her the number of the master tape 
which is filed in numerical order. 


master tapes aS a 


Eastman Kodak Co. makes its own 


grease-proof file envelopes by heat- 


sealing a piece of folded acetate. The 
folded tape slides inside the pocket and 
an identifying label is stuck on the 
outside. The Bridgeport, Conn., plant of 


Aluminum Co. of America twists its 
master tapes into a figure eight and 
clips them with a lightweight aluminum 
hairclip. 

Manufacturers of filing supplies and 
equipment have spent much time and 
money in developing solutions to the 
problems of filing paper tapes. Some of 
these files are illustrated. 

From the beginning, the matter of 
winding lengthy tapes has been a nuis- 
ance problem. Early in their experience, 
National Gypsum Co. improvised tape 
winders out of stripped down pencil 
sharpeners. Thus they wound the tape 
and inserted it in a small container of 
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8064 
(BYAS) 
6025 
3037 


The Olivetti Audit book- 

keeping machine’s high 

speed and automatic fea- 

tures (such as automatic 

, accumulation, automatic 

A hs G O detection of old-balance 

PAG pick-up errors reduce 

fee LO man-hours of work, cut 
eGbh 


1 roby, bs ») costs even for firms having 
l QgBo only one bookkeeping em- 
QQ) L 
a 


eQ ployee. Olivetti Corpora- 
4 


S “AG tion of America, 375 Park 
VA si) aX y Ave., New York 22, N.Y. 


olivetti 
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clear plastic so that the first series of 
characters on the interpretated tape 
were visible for identification. This 
principle has since been commercial- 
ized. For large capacity storage of 
master tapes, such as might be used in 
a billing operation, large special frames 
have been developed. 

Because of the many problems posed 
by the use of punched paper master 
tapes, there is a definite trend away 
from the tape in favor of edge punched 
cards which are susceptible to conven- 
tional tub filing. 

While the master tapes come out of 
file to perform an operation and then 
return to file to wait recall, other tapes 
have to travel with their related docu- 
ments. For this purpose, Olin Mathie- 
son Chemical Corp. designed a folder 
with an acetate package attached. The 


ivi Sey Bee 
AUTOMATION 


For descriptive literature on these and 
other Systematics Intercouplers that 
will automate your existing machines, 
write today. 
Tailored Autor 


document travels inside the folder and 
the tape rides in the pocket. Similar 
folders are now commercially available. 
To avoid lopsided files, both left and 
right hand pockets are recommended. 

Edge punched cards are the same size 
as conventional punched cards and are 
filed in similar fashion, on their side or 
on end, in tub or pocket files, or in 
rotary files. 

Magnetic tapes, like microfilm, have 
One 
four-drawer 


indeed released file space. small 
roll replaces a standard 
file. They have made possible a flexi- 
ble use of the high 
tronics, in searching for data in a file. 
They have supplemented the punched 


speed of ejec- 


card and drum-type storage to add al- 
most unlimited storage capacity 
flexibility to electronic computer sys- 
tems. Magnetic tape is the heart of some 


and 


Your present machines 
Do more work... 
AUTOMATICALLY! 


The SYSTEMATICS 1-500, I-700 
Intercouplers provide AUTOMATIC 
card or tape input and generate AUTO- 
MATIC card or tape output, when at- 
tached to your IBM 632 Electronic Typ- 
ing Calculator, The input Intercoupler 
accepts and distributes data SELECTIVE- 
LY to the typewriting and calculating 
units, thereby replacing manual opera- 
tion with AUTOMATION! The output 
Intercoupler AUTOMATICALLY cre- 
ates punched cards or tape as your 632 
types and calculates! Enjoy virtually 
COMPLETE automation with SYSTEM- 
ATICS. 


Systematics One. 


80 East 42nd St., New York 17, N. Y. 


For More Information Circle No, 292 
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litho job dollar 


.--SO don’t sacrifice quality for false economy, 
buy the best— 3M Photo Offset Plates! 


It’s a fact .. . your biggest litho costs are 
materials, 34¢, and time, 65¢ . . . while 
plates are only 1¢ of your litho dollar. You 
can’t cut fixed costs... but you can save 
money in the time area that starts with plate 
coating —ends with the last sheet off the 
press. And here is where perfectly uniform, 
100°; consistent 3M Plates pay off 
for you. Every plate is identical. The 
costly, time consuming variables in 
coating, processing, makeready and 
press runs that eat up profits are 
eliminated! Eight out of ten users of 
presensitized plates choose 3M Plates for 
quality and performance—the true 
measure of plate economy. Next time 
specify 3M Brand Photo Offset Plates. 


3M Photo Offset Plates 


"3M" is a registered trademark of Minnesota Mining and Manv- 
facturing Co,, St. Paul 6, Minn. General Export: 99 Park Avenue, 
New York 16, N. Y. In Canada: P. O. Box 757, London, Ontario. 
5S D>: 
Miianesora //fininca ano (fanuracturing company Q 
. + WHERE RESEARCH IS THE KEY TO TOMORROW \ 
aS AG 
PD>- <5E 
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FOR REALLY AUTOMATIC 


the proven automatic 


Electric Stapler! 


& Where else can you get such immediate, con- 
tinuous return for so small an investment? 
Here's a thoroughly proven electric stapler 
that quickly pays for itself in time and money 
because it is completely automatic . .. then 
Staplex goes right on putting savings in your 
pocket! 

*% In over 10 years proven performance in the 
field Staplex has broken records for every 
commercial and industrial application includ- 
ing fastening moterial, bags, poper, records 
ond others. It's the perfect companion piece 
for use with collators, photo-copiers, dupli- 
cators and other office time-savers 

& Staples instantaneously upon insertion of 
work perfect split-second stapling every 
time. No tiresome hand or foot controls .. . 
both hands free to work with. Portable . .-. 
plugs in anywhere. Reloads in two seconds 

nothing to lift, turn or pull out. Simple, 
quick set occurcte adjustment up to 41/4" 
in depth. 


IN COLOR! Staplex is now available in 
Suntan, Mist Green, Dust Blue, Marine Grey, 
Coraltone (Pink) and Black. 


29foplex cs a wR os « 


easiest . . . savingest way fo staple! 


—tHe =Staplex company ——-——— 
775 Fifth Ave., Brooklyn 32, N. Y. 


ie Show me STAPLEX in action! 
Lj Send me further information 





NAME 
COMPANY 
ADDRESS 
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systems, but it has compelled a centrali- 
zation of filed data and has taken from 
the individual clerk and supervisor the 
freedom of “going through the files.” 
No longer can an executive “borrow” a 
few cards from the files. The operator at 
the console of the computer system con- 
trols the data in the system with an 
arbitrariness that is frustrating to some 
old time operating executives. Although 
it is possible to interrogate an electronic 
computer system in a matter of seconds, 
interrupting the processing of data if 
necessary, you just don’t do it on whim. 
Frequent interruptions are not the rule. 
Besides, the mystery of the new equip- 
ment, and the difficulty of “taking a 
quick look at the records,” can be a 
serious problem to operating personnel. 
So, although spots on magnetic tape 
may be properly called filed data, the 
that 
people have known and used files in 
the past 


tapes are not files in the sense 


Because the files used in data proc- 
essing are working files, more so than 
reference files, up-to-date maintenance 
is extremely important. Ideally the file 
should be updated as changes’ develop 
If this is impractical, then it must be 
In any event, 
it is imperative that a master .file be 


done on a cyclical basis 


updated at least as often as it is utilized 
in a processing operation. For example, 
if a master file is used for weekly pay- 
roll preparation, updating of the master 
file must be done at least weekly. Gone 
are the days when certain records could 
be kept in the supervisor’s drawer, or 
head. Office automation is changing 
many habits; it is leading to slaughter 
many sacred cows. It is affecting the 
filing function. 
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+ SAVE OUMAIUNC! > SAVEGM MAING! ° SaWEONMAING! ¢ AYE GH MArIMC! ° 


Save money with the 
Phillipsburg Inserter 


4 -hillipsburg rters at 
... it mechanizes your mail room FREE PES 6 


Long Island Lighting Co. 

Money-wise mailers are beating rising postage costs by 
mechanizing mail processing with the Phillipsburg Inserter. 
They're saving money six ways: only one operator is needed; pro- 
duction is doubled; overtime is eliminated; extra enclosures are 
inserted at no extra cost; waste is reduced; valuable floor space is 
saved. For example, firms like the Long Island Lighting Co. con- 
tinue to increase mail volume—because Phillipsburg Inserters 
do the job fast, accurately, at low cost! 


YOU, too, can save with mechanized 


mail processing! SEND COUPON 


Bell & Howell 


Bell & Howell Phillipsburg Co., Phillipsbirg, N. J 
(CD Send brochure, ““Wider Horizons with Mechanized 
Mailing” 


00 Send Case History on 





(type of business 


Name 





Phillipsburg 


PHILLIPSBURG NEW JERSEY 


Firm _ 


a 


nserting and Marling Machine 


a State 


For More Information Circle No. 2 
THe Orrice—December, 1958 





“Moore forms help us keep tab on costs” 


AUTOMATED SYSTEM GIVES JONES 


FOR RIGID COST CONTROL 


A new costing system helps Jones & 
Laughlin Steel Corp. pinpoint costs with 
greater accuracy. 

This calls for fast action in collecting 
costs at their source. Punched cards re- 
cord all ol yield, 
charges. maintenance and repairs. 
ices, supplies. etc. 


elements cost labor 
sery- 
(An IBM 650 computes 
the actual cost of every product at each 


production stage. 

This costing process is then repe ated, 
but with budget data rather than actual. 
When both actual and budget costs are 
known, they printed, together with 
the variances between the two. on a Com- 
modity Cost Sheet, a Moore continuous 
form. This is J & L’s control in print. 


are 


The mountains of production and cost 


Build control with 


& LAUGHLIN ACCURATE BUDGETING 


data handled at electronic speeds, 
giving all different levels of J & L’s man 
agement timely and easily understood re- 


ports. 


are 


Planning is speeded, with time for 
needed 
to be more correct: little ones are routine 
Valuable yardsticks measure results in all 
theaters of costs 


correction if Big decisions tend 


The Moore man helped with the scien- 
tific design of the procedures and forms 
used in the Automated Data 
(ADP) system For othe 
system improvement, write 
head to the nearest Moore 


Processing 
r examples of 
on vour letter- 
offer 


Moor BUSINI 
N 4 Denito 


TT?) VT. 7TYTcC % ¥ >” 
= Fg >< —_ FF ; > 
a VU An © WF dhe & 


For More 


information Circle No 
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| 
i 


OV 


WRONG. 
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lin Employee Relations | 


ROUNDUP of 


ployee 


day - to-day em- 
and they 
were handled by management. Each in- 


problems how 


cident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


Are Rule Infractions Considered Cumulative? 


What Happened: 


In a period of six months, Jack Ker 
committed three 
which brought him strong reprimands. 
first 


infractions, each of 


The one was for poor work, the 


second was for absenteeism, and the 


third was for spending undue time 


away from his work place. This con- 


that he 
the kind of employee they 


vinced the company was not 
wanted, and 
Jack was discharged. He felt that the 
final penalty was too stiff, and argued 
at an arbitration hearing that: 

1. None of the offenses, when taken 
separately, were serious enough for dis- 
charge. 


+ 


2. Plenty of employees had _ been 


similar 
had not been given the “death penalty.” 


reprimanded for missteps, but 
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The company 
the individual 


agreed that none of 


violations were 
But the 
record, taken as a whole, indicated that 


serious 
enough for discharge. man’s 
he was a poor employee. Management 
does not have to put up with constant 
violations of rules even though each 
one may not be serious enough for dis- 


charge. 


Was the Company: 


RIGHT WRONG 


WHAT ARBITRATOR CARL A, 
WARNS, CHAIRMAN, RULED: “The 
fact that two men may make the same 
mistake and receive different punish- 
ment does not mean that the company 


is discriminating. It may mean that 





one man, by his record, his intelligence 
and attitude, has convinced the com- 
pany that he has ‘slipped up.” The 
other man, by his record of prior mis- 
takes, may convince the management 
that he lacks ability to do the work. 


The company can consider the man’s 
record as a whole to support its judg- 
ment on discipline. In this instance, 
the company did just that, and I can- 
not say that Mr. Kerr was discriminated 
against. The discharge stands.” 


Can You Deny a Promotion Without a Trial? 


What Happened: 

When a vacancy came up in the de- 
partment, a man was hired from the 
outside. Ed Blue, who had 
felt that he was not given proper con- 
sideration. He approached his super- 
visor, who said: “Ed, you know we like 
to promote but | 
sidered your qualifications and I don’t 


seniority, 


from within, con- 
feel you’re heavy enough for this job. 
It requires a lot more background than 
you have.” 

“I think I have the background,” Ed 
insisted. 

“Okay, let’s see if the 
supervisor replied, and right on the spot 


you have,” 


he asked Ed a lot of technical questions. 
Ed’s 


“See, I told you,” the supervisor said. 


answers were very confusing. 
“You just don’t have the right qualifica- 
tions.” 

But Ed still didn’t agree. He filed a 
grievance and the case went to arbitra- 
tion. The company defended its action 
on the grounds that Ed’s qualifications 
were considered and found wanting. Ed 
insisted that he could do the work and 
that the oral test which was given to 
him had made him nervous. “Why don’t 
they try me out for a couple of weeks. 
Then they could find out whether I'm 
good or not 
it?” 


The company insisted that its judg- 


[hat’s fair enough, isn’t 


ment was correct, and that if they gave 
Ed a trial and he didn’t make good, all 


that expense would go to waste 


Was the Company: 
RIGHT WRONG 


WHAT ARBITRATOR HAROLD T. 
DWORET RULED: “The oral test 
given to Ed Blue on the spur of the 
moment was not a true indication of 
his ability. Blue had every right to feel 
that he should be given an opportunity 
at the job primarily because he was al- 
ready an employee, and he had the 
December, 1958 


THe OFFIce 





be ce 
Our budget nearly went up in smoke 
(Until Mary brought in the Osmefan) 


Nothing galls our Financial V.P. like 
the smell of a strong cigar. Recently, 
while reviewing our budget, I made the 
mistake of lighting up my favorite 
Havana. The V.P. took a deep breath, 
gagged, and our budget and three 
months work nearly went up in smoke. 

But Mary, my wonderful secretary, 
in her usual efficient manner, quickly 
brought the problem under control. 
She slipped into my office with the 
Airkem Osmefan that we normally use 
in the file room to get rid of stuffy 
odors. She plugged it in and in no time 
at all the room was smelling clean 
and fresh. The V.P. relaxed and 
we got our budget. 

If cigar or cigarette smoke, musti- 





Specialists in Odor Control 


ness, stuffiness or other office odors are 
tainting the air around you, it’s time 
you called your Airkem representa- 
tive. He specializes in making the in- 
door air pleasant, clean-smelling and 
easy-to-work in. Countless firms use 
Airkem in both air conditioned and 
non-air conditioned areas such as 
board rooms, offices, file rooms, eat- 
ing places, sales floors and restrooms. 
Other Airkem products will help pro- 
tect your personnel from infectious 
disease while keeping your business 
area clean and bright. 


AIRKEM, INC. 
241 East 44th Street, New York 17, N. Y. 
Please send me information on Airkem Services 


Name__ 
Title__ 

Company 
Address 


City__ Zone 
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background to be trained for the job. 
Almost every promoted person must be 
trained for the job, and only then can 
a proper determination be made regard- 


ing a man’s qualifications and aptitude. 
Nothing in Blue’s previous record in- 
dicated that he didn’t have the qualities. 
He should be given a trial.” 


W hat’s Most Important on a Merit Rating Form? 


What Happened: 

Mrs. H. worked as a sales clerk in the 
retail outlet of a big manufacturing 
outfit. Every three months she was rated 
by her supervisor who marked “good” 
or “excellent” at all of the rating factors 
on the merit form—except for 
thing. Her sales were constantly below 
that of other employees. After two talks 
with her supervisor, she was finally let 
out. She grieved, and told the arbitrator: 
“According to the record, I have an 


one 


excellent ‘personality,’ I have ‘tact’, my 
lateness and absentee record is ‘above 
average’ and I am ‘cooperative.’ I don’t 
sell as much as the other girls because 
I don’t use high pressure methods on 





customers. But I’m well liked, and that 
certainly is an asset to a business.” 
The company agreed that Mrs. H. 
had many fine attributes, but the test of 
a Sales person is sales and not person- 
ality. She should get a job where her 
good points are than 


more important 


her shortcomings. 


Was the Company: 
RIGHT WRONG 


WHAT ARBITRATOR J. H. HOFF- 
MAN RULED: “Ironically, the very 
nature of Mrs. H.’s qualities rendered 
her unsuited for the position she held. 
Accordingly, she was not unjustly dis- 
charged.” 
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PLASTIC BINDING CORPORATION | 


nein America 





732 Sherman St 


FOR BOTH 
MACHINES 


SO EASY, SO SMART, SO QUICK! Two simple operations com- 
plete a PLASTICO BINDING in minutes! Precision machines 
guarantee professional results. And these easy-fo-operote ma- 
chines cost so little they soon pay for themselves — save you 
money from then on in. A few copies or thousands... catalogs, 
brochures, manuals, financial reports, price lists and many other 
items are all easily bound for a long life of handsome service, 


A FEW PROFITABLE TERRITORIES OPEN 
for live-wire distributors: 


Punching and Binding Machine sales create con- 
tinuous repeat-profits on plastic binding elements. 
Write on your business letterhead for full details 


P.S. We also manufacture power equipment 


Satta 2 eens 


tin connen ” 
Please rush FREE MANUAL giving me full information abow 


the new PLASTICO Hand-Operated Punching ond Bindin, 


Units, 








15 W. 24th St. Address 
New York 10, N. Y i eS ew 























IS YOUR MESSAGE 





DRESSED" FOR 


THE JOB.. 


A GOOD PAPER REFLECTS 
THE CHARACTER AND 
STANDING OF A BUSINESS 


How well your message is received is 
strongly influenced by the quality of the 
paper it is written on. Fuzzy type impres- 
sions caused by excess surface lint, 
show-through because of poor opacity, 
and offset due to slow ink absorption 
can destroy the effectiveness of the best 
written copy. 

Triad Mimeo papers* are made espe- 
cially to satisfy the most discriminating 
buyers of paper—and do it economically. 
It has excellent appearance and good 


oe 
eA 
pc 


strength. It is lint free, eliminates 
clogged stencils and fuzzy type impres- 
sions. It is unusually opaque even in the 
lighter weights and takes up ink fast 
enough to avoid offset. It is available in 
a wide range of pleasing colors. 
Next time ask your distributor for 
TRIAD MIMEO. Or, if you like, write us 
for samples. Name the colors and 
weights desired and direct your request 


to Dept. O 


Groveton Papers Co. 


GROVETON, NEW HAMPSHIRE 


Specializing in fine papers for office machines 





For More Information Circle No. 279 
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The new 


omptometer 
Commander 


“Makes Dictation Easy as Talking 
to an Old Friend” 


od Revie 


nwanted words 
end of letter 
- nically 
All controls are in the 
paim of your hand 
with, UNIMATIC 
REMOTE CONTROL 
MICROPHONE 


ame machine for 


n, transcription 


It— never wears OL 


Try it FREE 


Through electronic magic the portable Comptor *s no need for time-wasting, error-breeding pre-editing 
COMMANDER puts perfect letters on your desk in half the - 
er , t the Comptometer COMMANDER actually pays for 
because it automatically erases unwanted words and phra + ) 
ietes aoheee tself over and over. Tt vailable Lifetime quaranteed Erase 
as you redictate your message. You hand your ‘ 
J y / O-Matic belt wipe ea electro a : econd, ready 


ertect dictation every time. Yet, dictatior : 
p ' ery € € ' C for re-use thousands mes. No recur 3 cost for belts, 


talking to an old friend because ALL controls are 
of your hand 


discs, or cylinders 


Learn how easy dictation can be—how anyone can turn outa 
The same machine serves as a transcriber t's as easy to far greater volume of perfect letters easier, faster! Want 
transcribe as to listen, because, with perfect dictation proof? Mail the coupon! 


. [| eee 0 — 1 — Lee) oe) Oa 
omptometer ~~ poration 


TO BETTER BYSINESS 


Comptometer Corporation 
1724 N. Paulina St.. Chicago 22 
in Can.: Canadian Comptometer, 
Ltd.,1375 Yonge St.,Toronto,Ont. 
Arrange a FREE office trial for me on: 
Send me literature on 
Comptometer COMMANDER 
COMPTOMETER 
Comptometer COMPTOGRAPH “220-M 


Name 


Firm 








NEW Customatic COMPTOMETER Comptometer COMPTOGRAPH “220M 
re w vit ’ st key nore Address Se ee eT 
—_—— — 


a al ce ae ad kang ia Rio ana eae 


For More Information Circle No. 249 
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LITHO DUPLICATOR 
Copy - Craft, Inc., 105 Chambers St., 
New York 7, N. Y., announces the Or- 
mig Lithoset, a compact, easy-to-operate 
office printer which prints directly from 
plate to paper without rubber blankets. 


7 
can 


Up to 50,000 copies of lithography 
be produced direct from photo plates, and 
up to 20,000 copies from direct typing 


plates. The Ormig Lithoset is fully auto- 
matic. One knob controls flow of ink, 
and fountain solution never needs adjust- 
ment. The machine can be pre-set for 
quantity needed, and automatically stops 
when the desired quantity is produced. 
The Lithoset also shuts off automatically 
when the paper supply is exhausted. Op- 
erator may stop and start machine as of- 
fice time dictates. When restarted after 
an interval, the first copy has the same 
quality as the last one previously run. Its 
one-lever operation control makes the 
Lithoset easy to learn to operate by regu- 
lar office personnel. It is not necessary to 
have a skilled operator. Machine is quiet 
and rugged, designed with simple, clean 
lines. It is designed not for offset, but 
for direct lithography. The printing plate 
is brought into direct contact with the 
paper. There are only two cylinders: one 


110 


for the plate, the other to press the paper 
against it. There is no blanket to wash 
when changing a plate. For More Infor- 
mation Circle No. 108. 


UNITIZED MICROFILM PRINTER 


Haloid Xerox, Inc., 58-233X Haloid 
St., Rochester 3, N. Y., announces the 
Xerox Copyflo 24 continuous printer 
which takes 35mm. microfilmed engineer- 
ing drawings (A to D sizes) individually 
mounted in the die-cut apertures of 
punched cards, and enlarges them up to 
24” wide on a continuous roll of paper 


at the rate of 20 linear feet minute. The 
inexpensive, dry black-and-white enlarged 
prints are of good quality, photographic- 
ally accurate, and may be discarded after 
use instead of being refiled. This allows 
taking full advantage of the savings of- 
fered by unitized microfilm. Finished 
prints may be also made on paper offset 
master stock For More Information Circle 
No. 145. 
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HANDWRITING TRANSMITTER 

Electrowriter Div., Comptometer Corp., 
1724 N. Paulina St., Chicago 22, Ill, an- 
nounces the Electrowriter machine which 
transmits handwriting as it is being writ- 
ten. Used like an ordinary pen and pad 
of paper, it produces instantaneous local 
and remote facsimiles of the message. 


No training or skill is required. Self-con- 
tained units range from the size of a desk 
calendar to that of a small adding ma- 
chine. There are no auxiliary boxes. The 
Electrowriter can operate over any single 
standard telephone circuit of reasonable 
quality, regardless of distance. Appropri- 
ate radio circuits are equally suitable. Any 
number of Electrowriters can be con- 
nected with each other; all are compatible. 
Iransistors are used throughout and power 
consumption is negligible. No _ separate 
wiring installations are needed. Printed 
forms or plain paper are available for 
use with the machine. For More Infor- 
mation Circle No. 140. 


OFFSET ROLLER COVERS 


Addressograph - Multigraph Corp., 1200 
Babbitt Road, Cleveland 17, Ohio, an- 
nounces Multilith Spiral Molleton Covers 
for Repelex Form and Ductor Rollers on 
Multigraph Miultilith Offset Duplicator 
Models 1250, 1260, 1275 and 1278. The 
covers are made from adhesive - backed 
A-M quality Molleton Cloth which pre- 
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serves moisture reservoir properties for 
efficient dampening. Precision cut to ex- 
act length, they provide a custom fit and 
will not stretch in use. To apply them, 
it is necessary only to wind the spiral 
cover around the form or ductor roller. 
The adhesive backing holds the Molleton 
cover firmly and securely in place for con- 
tinuous, trouble-free operation. The spiral 
covers are more economical. They require 
less time to install, and eliminate the time 
and expense of sewing. There are no sewn 
seams to pick up dirt and ink, so they 
stay clean longer. No extra or special roll- 
ers are required. Rollers may be recov- 
ered on-the-spot, without special tools or 
less time. For More Informa- 


107. 


devices, In 
tion Circle No. 


ELECTRONIC COMPUTER FLOOR 


Bel Air Industries, Inc., 8125 Pulaski 
Highway, Baltimore 6, Md., has designed 
the Bel Air Raised Panel Floor 
tronic computer rooms. Adjustable screw 


for elec- 


jacks rest on the prime floor and support 


a steel grid, on which is placed precision- 
built honeycomb - structured panels, sur- 
faced with vinyl or other standard flooring 
tile. The space underneath this floor can 
act as a plenum for air conditioning ducts, 
and provides 360° flexibility for the place- 
ment of cables. Each 2x4 ft. modular 
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panel can be raised or removed for easy 
access to underfloor components. The en- 
tire structure may be removed and used 
elsewhere, if desired. For More Informa- 
tion Circle No. 152. 


PUNCHED CARD READING 
ELECTRIC TYPEWRITER 


Friden, Inc., San Leandro, Calif., an 
nounces a Tab Card Reader which can 
be interchanged with IDP Systems Flexo- 
writer tape or edge-card readers to pro- 
duce documents automatically at 100 
words per minute. Designed for reading 
the Hollerith commonly used in 
80 column punched cards, the Tab Card 


eo | 
Be 


codes 


oo - — 
Pf 


codes to 


cards as are now 


Reader allows the same control 
be read out of tab 
emitted from a coded &-channel tape or 
edge-card. All alphabetic and numeric 
codes normally punched in a tab card will 
produce corresponding operation in the 
Flexowriter. This includes customer, item 
and price information 
sales orders, invoices, purchase orders and 
data required in most document writing. 
When used in conjunction with an auxili- 
ary tape reader, functional control codes 
can be punched in a program tape so that 
only a switch code is required in the tab 
card. Applying a Synchro-Duplex Reader, 
another Friden unit for selective program 
control, no special codes are needed that 
are not ordinarily used in tab cards. It 
is possible to read tab Flexo- 
writers with the Synchro-Duplex auxiliary 
feature with complete programming com 


such as used ip 


cards on 


112 


ing from the Synchro-Duplex. Friden also 
makes a standardized Flexowriter equipped 
with tab card reader. The standard edge- 
punched card-punched tape reader is re- 
placed by a reading unit for 80-column 
tabulating and normal 
mal punched card codes. This allows using 
all, or selected information, directly from 
tabulating and 
searching in selecting cards for 
writing of heading and 
information in order-invoice preparation 
and other applications. Punching of in 
formation into tab cards is a simpler func 
tion than the preparation of edge-punched 
For More Information Circle No. 


cards reads deci- 


facilitates sorting- 
automatic 
product 


cards 


item ofr 


cards. 


104. 


MICROFILM ENLARGER-PRINTER 


Charles Bruning Co., Mount 
Ill.. makes the Bruning Copytron 
1000 Enlarger-Printer for enlarging 
reproducing 35mm. microfilmed records 
The machine enlarges the microfilm 14 to 
16 times and prints black-on-white enlarge- 
ments on ranging 
from 8 Enlarging 


Prospect, 
Model 
and 


sheets 
18” x 24 


Standard size 
x ll to 


and printing are done continuously, and 
about four finished prints are delivered 
per minute. Enlargements are as perma- 
nent as a printed page, and can be writ- 
ten on, drawn and typed on. The machine 
will accommodate reel, strip or card- 
mounted microfilm and it has a magnify- 
ing scanner which permits operator to 


view microfilm image before print 1s 
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made. By producing enlargements for just 
a few cents per print, the Copytron, en- 
ables firms to take advantage of the effi- 
ciency and convenience of a microfilm 
filing system fer drawings and _ records, 
and still make working-size positive re- 
productions quickly and economically 
The Copytron machine works on an elec 
trostatic printing principle, using low-cos 
paper capable of holding an electrostatic 
charge. In a continuous, automatic opera- 
tion, paper is charged, exposed and dry- 
developed with a charged powder whica 
forms a positive, black-line enlargemen 
on the paper The machine fuses the 
image on the paper and makes it as per- 
manent as an impression of printer’s ink. 
Copytron enlargements can serve as short 
run masters for use on an offset duplicator 
Up to 50 offset reproductions can be 
made directly from a single Copytron en- 
largement. Bruning plans to develop a 
Copytron sensitized paper which can be 
used as a long-run offset master The 
Copytron Model 1000 Enlarger - Printer 
stands 43” high and occupies 53” by 32” 
of floorspace. For More’ Information 
Circle No. 103. 


MERCHANDISE CONTROL SYSTEM 


Minnesota Mining & Mfg. Co., Dept. 
$8-323, 900 Bush Ave., St. Paul 6, Minn., 
announces a merchandise control system 
which eliminates errors and 
tags, and permits quicker, more complete 
running inventories. Jordan Marsh Co., 
Boston, reports a higher degree of unit 
control accuracy, faster movement of 
goods and fewer error 


loss of sales 


delays because of 
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than ever before in the store’s history as 
a result of using the system which is made 
and sold jointly by Minnesota Mining & 
Mfg. Co. and Automatic Records, Inc., 
Natick, Mass. The low portable 
equipment is suitable for use at point ol 
The 3M Merchandise Data Recorder 


cost 


sale. 


operates on the Thermo - Fax all - electric 


copying principle, producing exact im- 
pressions of punched tags on special paper 
tape. It can be moved easily among rack 
areas to merchandise or left in 
centrally stock 


record 


located offices o1 areas. 


Tickets need not be removed from goods 
for copying. The Merchandise Data Con- 
verter, made by Automatic Records, Inc., 
automatically transmits the information 
from the printed tape to any standard 
punching machine which produces punched 
cards oO! information directly 
into a computer. From here on, the sys- 
tem is identical to other integrated data 
processing operations. Punched 
sorted and tabulated to produce compre 
hensive reports of merchandise movement 
or inventory at any desired time. Buyers 
can receive daily records of merchandise 
flow, including a complete tally of trans- 
fers, credits and inventories. They need 
not maintain individual inventories since 
a complete running inventory is kept in 
the store’s unit control center. The Re- 
corder reproduces the perforated pattern 
[hermo-Fax Data Trans- 


feeds the 


cards are 


of sales tags on 
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mittal Tape. As many as eight garment 
tags can be copied per minute. Loss of 
tags between point of and control 
eliminated since the tape, with 
a complete record of each garment, is 
transferred instead of individual tags 
Manual recording of goods sent back and 
forth between main stores and branches 
is eliminated. Special transfer tags or 
slips are unnecessary, and retagging of 
returned merchandise is reduced. The 
3M Recorder weighs 43 Ibs., measures 
1S” x 15” x9", operates on standard 
115-volt current, and sells for $500 in 
quantities of 100 or more, $600 for 25 to 
99, and $700 for one to 24 units. There 
is no installation charge. Tape is ¥%” wide, 
costs $1.18 per roll in quantities, is easily 
removed after any number of impressions 
and will take 600 tags on a roll. Auto- 
matic counter shows how many tags have 
been The Merchandise Data 
Converter reads 15 tape impressions per 
minute when wired to a key punch, or 
up to 100 per minute when connected to 
a summary punch. Errors created by 
torn, mutilated or improperly punched 
tags are detected automatically. The unit 
checks each piece of information a mini- 
mum of 50 times and a maximum of 150 
times before transmitting it to the card 
punch. If there is an error, a red light 
flashes and unit stops, allowing operator 
to make manual correction and resume 
transmission. The Converter measures 
27” x 30” x 60”, weighs 200 Ibs., sells for 
$13,500 or may be rented. One converter 
can handle the volume of 50 
Rental of equipment and 
service centers will reduce the 
stores not having data 
tions. For More 
143. 


sale 
areas 1S 


recorded. 


recorders. 
utilization of 
cost for 
opera- 
Circle No. 


processing 
Information 


PLATEMAKER’S TAPE 
Prince St., 
new 


Roll-O-Graphic Corp., 133 


New York 12, 
development in red 
tape, Rolcor 


N. Y., announces a 
offset lithographer’s 
Transtape, which prevents 
the accidental covering of essential copy 
during stripping. Rolcor Transtape is 
opaque when plates are burned in, but 
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is as to see through as clear 


bleed, smear o1 


easy 
It will not 
no curl, 


and 


tape 
and has 
It cuts easily 
without tearing 
goldenrod surface; extra thin, .0028”, in 
standard widths. For a free sample to 
test it yourself, Circle No. 172. 


ooze 
static or shrinkage. 
reapplied 


can be 


CENTRAL DICTATION SYSTEMS 


Pacific Instruments Corp., Dept. I-58, 
7046 Hollywood Blvd., Angeles 28 
Calif., makes Stenocord central dictating 
systems in all sizes from single stations to 


as Many as required 


l OS 


It combines a perfect playback facility 
of individual machines with a number of 
other operating advantages. The indicator 
scale on the unit allows the 
person dictating to always see his position 
on the magnetic belt, even though the 
actual belt is in the transcribing area. A 
cemplete lock-out system, designed for 
smooth and efficient operation, provides 
the dictator with full security and privacy 
while dictating. Easily accessible controls 
on the Stenocord microphone save the dic- 
tator from fumbling during dictation. 
Other advantages include unlimited back 
spacing without sacrificing lock-out con- 
trol; multiple dictation, with two record- 
ers simultaneously providing duplicate 


base of the 
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belts; moderated conference recording; 
after-hours dictation; intercom, through 
the microphone, between dictator and sec- 
retary or transcribing supervisor. For 
More Information Circle No. 136. 


TELETYPEWRITER 


FelAutograph Corp., 8700 Bellanca 
Ave., Angeles 45, Calif., are 
North American distributors of the port- 
able Olivetti-TelAutograph Teletypewriter. 
The size and weight of an electric type- 
writer, it shows no indication of 


Los sole 


sensl- 


tivity to bumping and jarring. Adapted for 


the American market by Olivetti, the ma- 
chine features two-color printing, auto- 
matic answering and querying, automatic 
start-stop, end of line lock, re-perforating, 
and a variety of keyboards including 
standard typewriter keyboard. It is de- 
signed for wire communications and _ in- 
data processing systems. The 
equipment punches or reads five-channel 
perforated tape. This teletypewriter has 
been used extensively throughout Europe 
and by NATO for its overseas operations. 
For More Information Circle No. 142. 


tegrated 


SELF-SEALING ENVELOPES 


Tension Envelope Corp., Suite 505A, 
831 East 19th St., Kansas City 8, Mo., 
makes Touch ‘n Seal Envelopes which are 


reported to save 20% in mailing time 
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because the envelopes seal without mois- 
tening and securely hold bulky contents 
without reinforcing flaps with adhesive 
tape. Also more can be put into a single 
envelope, which saves time, materials and 
postage. Touch ’n Seal Envelopes have 


sia! 5 


a latex gum on seal and back of envelope 
which welds immediately when pressed to- 
gether. Made in many with open 
ends and open sides, and with First Class 
mail borders so that mail will not be held 
up with sealed Third Class mail. For 
samples, Circle No. 144. 


S1Zes 


free 


632 INPUT-OUTPUT 


Systematics, Inc., 60 East 42nd St., 
New York 17, N. Y., makes Systematics 
Intercouplers for use with the IBM 632 
Electronic Typing Calculator. The input 
Intercoupler eliminates manual operations 





data on punched 
to the typewriting 
the 632. The out- 


creates 


by selectively feeding 
cards or punched tape 
and calculating units of 
put intercoupler automatically 
punched cards or punched tape while the 
632 types and calculates. This provides 
virtually complete automation for users 
of the IBM 632. For More Information 
Circle No. 158. 


PAYROLL DEDUCTION CHARTS 

Delbridge Calculating Systems, Inc., 
Dept. 15, 2502 Sutton Ave., St. Louis 17 
Mo., have revised their Social Security & 
Withholding Tax Charts to comply with 
the increased security tax rate of 
2'2%, effective Jan. 1. In addition to fea 
turing the new deductions 


social 


social security 


| 


WITHHOLDING TAX 




















that must be made from employees’ earn- 
ings, charts also show the required with- 
holding taxes. Wages and tax amounts 
are arranged on one line for easy, hori- 
zontal reading across th page. Charts are 
specially bound, printed in red and black, 
and tab-indexed for quick, 
Four editions cover all 
weekly, $1 to $550; 
$1050; semi-monthly, $1 to $1050; 
monthly, $1 to $1300. Daily wage table 
($1 to $30) is included with each chart. 
Charts are available on a ten-day 
trial offer. For More Information Circle 
No. 105. 


easy reference. 
payroll periods: 
bi-weekly, $1 to 


free 
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PORTABLE SLIDE PROJECTORS 


Bell & Howell, 7100 McCormick Road, 
Chicago 45, HL, 
in its Explorer line of automatic slide pro- 
removal of a 
cover or case before projection. Units 
are 9” x11" x 14”, weigh 16% Ibs. The 
Micro-Mount holder mechanically 
prevents going out of focus 
even if extremely 


announces four models 


jectors which require no 


slide 
slide from 


held on the screen for 


long periods. Ccmpletely automatic re- 
verse as well as advance of 40 slides from 
the hand-held remote control unit 1s 
standard equipment. Filmovara zoom lens 
adjusts the size of the picture to the screen 
without moving projector. The zoom lens 
is standard equipment on one model, op- 
tional on other three. Illuminated pointe 
built into the remote control unit oper- 
ates by push-button and focuses to desired 
As easy to carry as a portable type- 
writer or radio, Explorer projectors have 
a carrying bar that swings under machine 
to become front tilt support. Models are 
styled in rich Morocco-grained black vinyl 
and two-tone fawn and brown wrinkle fin- 
ish with bright trim. All have a built-in 
slide permitting slides to be re- 
arranged even during slide show while tray 
is in projector. Hot air exhaust is expelled 
at the away the projectionist. 
Slides cannot spill out of tray, are dust- 
proof and damage to the 
basic Deluxe  pro- 
jectors automatically move tray to first 
slide in the tray, passing up empty slide 
compartments in both forward and reverse. 
No light 
forward or 


$1Ze 


editor 


side from 


sealed against 


cardboard mounts 


the screen as slide 


until a 


is thrown on 


moves backward slide 
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INCREASE WORKING EFFICIENCY 


FOR ALL PERSONNEL DISTURBED 


BY OFFICE MACHINE NOISE 


MODEL EF-2770 used with 
Burrough’s Typing Sensimatic 
(Courtesy of Board of Education; 
Olean, New York) 





MODEL EF-2445-6 
used with GRAPHOTYPE MODEL EF-3159 used with FLEXOWRITERS 
(Courtesy of U.S. Signal Corps, Supply Agency, Phila., Pa.) 


Regardless of whether or not your office has 
acoustical ceilings, personnel will be annoyed 
by noises from Flexowriters, Computypers, 
Graphotypes or Burroughs Typing Sensi- 
matics. Gates ACOUSTINETS kill noise at 
its source in a manner that no other acous- 
tical material can accomplish. Each unit is 
lined with a “‘pillow-soft’’ acoustical material 
called QUIETEX. Built-in fluorescent light- 
ing is furnished as standard equipment. 
Casters permit easy movability. 


ge Write for FREE Catalog 


MODEL EF-3659-SPECIAL escribing complete line 
used with COMPUTYPER “C’’ describing complete | 
(Courtesy of Ball Brothers Co., of Gates Acoustinets for 

Inc., Muncie, Indiana) - 

all office machines 


we 


Write for details. Give machines, makes, models you use and measurements. 


ACOUSTINET 


512 AMERICAN STANDARD BUILDING, BUFFALO 7, NEW YORK 
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as 


a versatile lightweight paper 


with many uses p 7 ; 





There is no end to the variety of uses for which 
ALPENOPAKE is just right. Titanium treated for 
maximum opacity . . . and tub sized to insure 
smooth, uniform offset or letterpress printing . . . 
ALPENOPAKE meets every requirement where 
an opaque lightweight paper is intended to be 
used. It is recommended for direct mail, catalogs, 
price books, broadsides, office and factory 
forms, air mail correspondence and many 
advertising uses. 


Designed for BIG SAVINGS 
ALPENOPAKE is a real money-saver. It costs less 


per ream than regular bond and offset papers 
in heavier weights. It saves postage because it 
is a lightweight, Sub. 12 paper and it saves 
space in the files. Choice of brilliant white and 
six bright colors. 

Other FLETCHER PAPERS: Alpena Manifold 
Fletcher Manifold, Flecopake, Alpena Mimeo 
Alpena Duplicator, Alpena Bond, Alpena Regi 
ster Bond, Hi-Bulk Offset. 


IT PAYS TO USE FLETCHER THIN PAPERS 


FLETCHER PAPER COMPANY 


————— Samples will be supplied 


20 NORTH WACKER « CHICAGO 6, ILLINOIS upon request. 








Mill at ALPENA, MICHIGAN 


For More Information Circle No. 227 
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moves into position for showing. Models 
with 300-watt illumination retail at $79.95 
and $99.95. Deluxe 500-watt models have 
built-in timer, cycling from eight seconds 
to a minute. Remote control automatic- 
ally overrides and restores timing cycle 
at any point during showing. These units 
retail at $149.95 and $179.95. For More 
Information Circle No. 129. 


ADDING MACHINE 

Lagomarsino F.A.I., Viale Umbria 36, 
Milan, Italy, makes the Totalia Multix 
8641 ten-key printing adding machine with 
12/13 capacity, credit balance, speed 
of 170 cycles a minute, and electric 
keyboard clearance. <A_ series of small 
keys, 0 to 9, at the left of the keyboard 
provide for rapid multiplication. Multi- 
plication factors and relative signs print 


on three lines: positive terms and _ totals 
in black, negative terms and totals in red. 
During operation, when multiplication key 
has been depressed, all others lock. Should 
the capacity be exceeded by oversight, 
multiplication keys lock automatically. 
Resulting product is accurately limited to 
the digits entered. The Totalia Multix 
8641 is equipped with a decimal point 
setting device, grouped cipher keys 
(0,00,000), and non-add key on the key- 
board. For More Information Circle No. 
116. 
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TYPEWRITER 
TYPE 


« 


ASK YOUR 
Office Supply or 
Typewriter Man 
To Demonstrate 


BUD 


PINK PLASTIC PUTTY 


that pulls the dirt out of type- 
writer type rather than washing 
it into the machine 


2,3! 

Easy as 1.4 b 

try bY 

1. Flatten the wach y. 
§ the 


type: 
3. Fold 


orig! 


mid shape: 


NO MESSY LIQUIDS 
io remove nail polish, 


spot or spatter clothes. 


NO HARMFUL FUMES to cause headaches 
or colds. 


To make neat erasures—just touch the word 
to be erased, Bud will absorb the surplus ink. 
Then erase and there will be no smear. 


Retails for 50¢ each 
Dealers—write for sample and cost 


BUD TYPE CLEANER 
ee eee 
BALTIMORE 12,MARYLAND 


For More Information Circle No. 320 
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MADE 
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Ribbons? 


Be Just as Proud of Your Erasing 
as You Are of Your Typing! 


Lucky you, if you’re using an electric 
machine or any other, for typing dis- 
unctive, beautiful impressions through 
carbon paper ribbons! 


Erasing's so quick, so clean.. 


JUST TWO EASY STEPS WITH 
THESE SPECIALLY-SUITED 
WELDON ROBERTS ERASERS! 


<4 1 NO. 448 GREEN GLOW 


Removes 
smearing. 


surface carbon to prevent 
Soft green rubber encased 
in spiral paper wrapping with pull- 
string for easy repointing. 


2 NO. 3650 GRAYPOINT & 


the final image. Wood- 
cased eraser with quality gray rubber 
core. Easily repointed in any 
sharpener or with a knife. Hex- 
agonal ; roll off your desk. 
With whisk for brushing away eraser 
crumbs. 


The Graypoint Erasers are also 
superb for erasing impressions typed 
through fabric ribbons. 


FREE SAMPLES 
Write us on your firm's 
head for free samples of these 
Welduen Roberts Erasers. Please 
mention “*‘The Offce’’ and name 
of your dealer. 


S) BARS 260685, 


"Le 
oo 


Removes 


OBES * 


pencil 


won't 





aiden Roteth GZ tergpetat Eraban, 3E5O WHISK © 


letter- 








WELDON ROBERTS RUBBER ee 
365 Sixth Avenue, Newark 7, N. 
World's Foremost Eraser Aces 


For More Information Circle No. 307 





UPHOLSTERY FABRICS 


Landers Corp., Toledo 1, Ohio, 
pioneer manufacturer of vinyl resin plas- 
tic upholstery fabrics for furniture 
jected to the daily wear-and-tear of em- 
ployees and _ visitors. Versilan vinyl 
fabrics are waterproof and a damp, soapy 
sponge is the only maintenance required 


IS a 


sub- 





They are stain and scuff resistant, and so 
rubbed that they are being used as luggage 
and auto-interior fabrics. Vinyl 
can be obtained in a variety of weights 
and of flexibility. Because of 
striking new designs and original patterns, 
they have become a favorite furniture, 
wall and ceiling covering among archi- 
tects and decorators. They are particu- 
larly adaptable to reception offices, con- 
ference rooms and executive suites as 
well as in smaller offices where durability 
is paramount. For More Information 
Circle No. 127. 


fabrics 


degrees 


OFFSET CLEAN-UP ROLLER 


Rapid Roller Co., Federal & 26th St., 
Chicago 16, Ill., makes the Mercury 
Kleen-Up roller which combines all the 
properties and functions of Mercury Blue 
Streak rollers with the functions of a 
leather roller. Hickies are solved with the 
Kleen-Up and it can be used with all 
offset inks, all types of stock and on 
sheet-fed or web-fed presses. These rollers 
are cleaned like an ordinary form roller 
without removal from the press. Cleaning 
is part of regular mechanical wash-up. 
There is no need for the tedious hand- 
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IN RECORD AREAS, SYSTEM-PLANNED AND EQUIPPED BY GF... 


Record systems using mechanized Super-Filers reduce fact-finding and filing time 
by half. What’s more, Super-Filer saves valuable floor space because its 
exclusive swing front gives you 189 more payload per drawer than rigid front files 


To help you create efficient and pleasant surroundings throughout your 
entire office, GF offers—in one comprehensive package — complete space and 


work-flow planning ...a complete line of business furniture and equipment 


complete design and decorator services. 


To learn more about GF products and services, call your local branch office or dealer. 
For Super-Filer literature, write The General Fireproofing Company. 
Dept. L-20. Youngstown 1, Ohio. 


GENERAL FIREPROOFING 


ITALIC, MODE-MAKER, GENERALAIRE, 1600 LINE DESKS 
GOODFORM CHAIRS + SUPER-FILER + SHELVING * PARTITIONS 


For More Information Circle No. 246 





scrubbing required for leather rollers. To can be used in the usual manner. The 
renew the surface, the Kleen-Up Roller automatic spacer and power back gauge 
can be reground. For More Information are currently available only on Challenge 
Circle No. 171. 


SPACING PAPER CUTTER 


Challenge Machinery Co., Grand Haven, 
Mich., makes a fast, semi-automatic power 
paper cutter with automatic spacing back 
gauge, specifically designed for check 
imprinting systems for banks’ where 
checks are imprinted in sheets and then 
cut apart for individual depositors. It also 
has advantages for other printing or du- 
plicating operations where forms or labels 
are printed several-up on a sheet. On test 
runs as much as a 50% saving in cutting 
time has been experienced. The automatic 
spacer operates from a punched tape 
which is pre-punched to the desired set- 
ting. Any desired spacing can be punched 
on the tape. After operator cuts the paper 
in the usual manner, back gauge auto- 
matically moves paper forward to the Model 193 Power Paper Cutters with 19 
next cutting position. When not operated cutting knife. For More Information 
for automatic spacing, the paper cutter Circle No. 130. 


Help Reduce Sickness Absenteeism 


Increase Office 
Efficiency with 


OZIUM 


the Glycol-ized 


AIR 
FRESHENER 


OZIUM instantly sprays away smoke and unwanted ; 

Freshened air always results in greater efficiency. OZIUM also 
reduces air-borne bacteria. Its regular use will help provide bette 
health protection for your staff and lessen sickness absenteeism. 


odors 


NEW } 
ASK YOUR Spr 
OFFICE SUPPLY DEALER sted 
FOR A DEMONSTRATION Manufactured by WOODLETS INC. ‘ 


2048 Niagara St., Buffalo 7, N. Y. ‘ 
Sold in Canada byG. H. WOOD & COMPANY, LTD., TORONTO 


Branches Across Canada 
Ozium is Nationally Advertised and Professionally Accepted 
For More Information Circle No. 304 
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<e + ee om 


as ee 


ay Sint Bla tole 


‘Imagine 

a portable, 
electric collator 

for only 14959" 


the NEW ‘Thomas “Desk-Top™ Collator 


Now for the first time a com- Mail coupon... or ask your 
pletely electric collator that is own stationer or office equip- 
priced within the reach of ment dealer to make arrange- 
every office... actually Aalf ments for a free demonstration. 


the price of anything on the | 
market. Yet, this new Thomas Vw. PHOMAS COLLATORS INC. 
has the capacity to handle a 
ne =e 
8'2 x 11 sheets of most tissue, 

° ei . wet : Thomas Collators Inc 
onlonskKin, One-time carbon, Dept. B, 50 Church Street, New York, N.Y 
bond, mimeo and even '’ 
cardboard. It’s portable, light 
weight and extremely simple 
to operate. A flip of the switch 
and the tiresome time-consuming compat 


[] Sounds good . .. send literature ! 


[_] I'd also like o free demonstration 


NAME __ 


task of gathering pages into 
sets becomes an efficient, effort- 
less job... that’s almost fun! 


Be orem me ee ee ee ee ee ee ee ee ee 


For More Information Circle 
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FOLDING PES TRAYS their extended height. Top tray has a 
Hutton Business Se Bor 66. Hich- Paper hold-down bar and trays can be 
land, Calif., makes AdJ-O-Mount folding folded with papers in them for privacy or 
: security at night. Made of sturdy plastic 
in pleasing colors. For More Information 

Circle No. 155. 


DOCUMENT LAMINATOR 
Eichner Organisation, Unterlindau 21- 
29, Frankfurt-Main, Western Germany, is 
marketing its Thermofilm machine, which 


in a few seconds will enclose papers and 
desk trays in sets of two, three, four and documents of any description in a clear, 
five trays. Trays fold to less than half transparent plastic. When such papers are 


CLARKS 


STANDARD FORMS SERVICE 





ma more “CUSTOMIZED” features 
at ‘LESS-THAN-CUSTOM’" prices! 


1 to 8 parts in 





(SSSSSSSSHSSSSSESSSSSSSESSSSSSESSeeesseseee wide choice of 
paper stocks 
YOUR Choice - 
4SSSSSSE SE SSeS eeeeeeeeat of Carbon extraction 
of Carbon grades 
Any Width up 
to 17 25/32 


cLARKS0n PRESS, Inc. 


A SUBSIDIARY OF GRAPHIC CONTROLS CORP. = Sutisio 10, New York 
Nationally distributed — Write for source nearest you 








For More tnformation Circle No. 303 
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OFFICE 
MANAGERS! 


Manpower, Inc." 
will help you 
with Year-End 
work! 


e Physical Inventories 
® Statistical Typing 
e\W-2 Form Preparation 


® Calculating °® Typing 
and Stenographic Work 


We'll do your work in your 
office or ours at economical 
hourly rates or “per unit” rates. 
Our bonded, insured employees 
will help you with Special Jobs, 
Emergencies, or whenever your 


workload increases temporarily 


FREE BOOKLET! 


“100 WAYS TO IMPROVE 

EFFICIENCY AND SAVE 

MONEY IN YOUR OFFICE” 
sf 


‘aa r- ia! power, Talem Call your local 


M Offi 
150 Offices in U. S., Canada, and Europe pe a etl 2% 
your letterhead 


HOME OFFICE: 
875 N. PLANKINTON AVENUE, MILWAUKEE, WISCONSIN 


1958 Monpower Inc 





For More Information Circle No. 289 
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Mt. Rushmore Memorial in. the 

/ Black Hills of South Dakota im 
. af me yrtalizes four famous Presidents 

ad IJ CECE) of the United St ites: Washington 
Jefferson, Theodore Roosevelt and 


Lincoin. A mast erpiece of sculpture 
by Gutzon Borglum, 1927-1941 


of Fu Le > Business Papers 


The ALL NEW 


Atlantic Antique Laid 


Genuinely t g impressions 


pce aie NEW PULPS*NEW SHADE: NEW PACKAGING 


Monites, The ALL NEW Atlantic Antique Laid is designed 
Atlantic 5 to lend dignity to the printed word. It reflects 
quality you see and feel, and has built-in stability 

to give maximum press performance. For letter 

heads, envelopes and an endless variety of printed 

pieces. Genuinely Watermarked Atlantic Antique 

Laid is another masterpiece in papers of quality, 

distinction and good taste. Atlantic Antique 

fie. Laid is a modern business paper, made from 

e fine pulps, in the finest and most modern 

mill in the industry. Electronically controlled 

Atlantic Antique Laid assures you uniform 

quality for today’s modern high-speed presses 


EASTERN FINE PAPER AND PULP DIVISION 
Standard Packaging Corporation 
Bangor, Maines Mills at Brewer and Lincoin, Maine 


For More Information Circle No. 206 
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Thermofitntea, tnéy are permanently lami- 
nated on both sides, fully resistant to 
moisture, grease and chemicals. For More 
Information Circle No. 174. 


BALLPEN DESK SET 


Sengbusch Self-Closing Inkstand Co., 
1211 Sengbusch Bldg., Milwaukee 3, Wis., 
makes the Dart Ball Point pen which is 
scientifically designed to 


assure correct 


weight and balance. It gives a feeling of 
free-flowing motion that eliminates writ- 
ing fatigue. Because of its design, the pen 
will not roll when laid down. The flat 
ceramic base, which matches the pen in 
both design and color, is simple and func- 
tional. The pen rests in a socket of satin 
aluminum that nestles snugly in the base. 
At present, the Sengbusch Dart is avail- 
able in two colors: jet black and light tan. 
For More Information Circle No. 128. 


CONTINUOUS FORMS ASSEMBLY 


Assembly Products Corp., Box 133, 
Flushing, Mich., has developed machinery 
for making continuous strip forms out of 
carbon - interleaved unit sets The as- 
s¢tmbled continuous forms feed easily on 
any typewriter. Short carbons or short 
sheets can be included in the sets. This 
firm can make continuous forms out of 
unit sets produced by a user’s regular 
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NO OTHER 

PAPER CUTTER 
BUILT SO WELL 
TO SELL SO LOW 


“TW refigona pola’ 


the precision Paper Cutter 


FOR OFFICE, 
BOOKKEEPING AND 


DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations with duplicat- 
ing departments, stationers, photo finishers, small 
printers, lettershops, mimeograph, offset shops 
advertising agencies, schools and colleges 


Order from your dealer or 


MICHAEL LITH sales corp 


145 West 45th Street, New York 36, N.Y 


@ Dealer: Write for Profitable Sales Pian 
For More Information Circle No. 


SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Write for Circular 
and Prices 


EN CAN-PRo@,.. 


3a t MeWwHLIAMS 5T 
FOND OU LAC. wis. 


For More Information Circle No, 314 





Cut office costs with 
C&R TYPE I 
GENUINE 
PRESSBOARD 


Lower cost, 
versatility 
and durability — 














= 
You get all three when you specify Case 
& Risley Type I Genuine Pressboard for 
binders and other office uses. 

Extensive tests have proved that Type I 
Genuine Pressboard takes a greater 
amount of wear and abuse without 
breaking down, losing shape, or becom- 
ing dog-eared. This durability cuts 
replacement costs. And it guarantees 
maximum protection for your business 
records and papers. Ideal for binders, 
salesmen’s portfolios, catalogs, brief 
covers and index file guides. 


i~ 

41~ Send for free 
samples! Clip out 
the coupon below and 
mail it today. You'll 
receive free somples 
of C & R Type | 
Genuine Pressboard in 
various colors. 


CASE & RISLEY PRESS PAPER, INC. 


Makers of Genuine Pressboard 
and Similar Specialties 


Oneco, Connecticut R 


a 


CASE & RISLEY PRESS PAPER, INC. 
ONECO, CONNECTICUT BOARD 


Please send me free samples of your 
Type | Genuine Pressboard 


Name 
Company 
Address 


For More Information Circle No. 


forms printer. They will also make the 
machinery available to forms printers. 


For More Information Circle No. 141. 


TYPE COMPOSING METHOD 

Vari-Typer Corp., 720 Frelinghuysen 
Ave., Newark 12, N. J., that 
savings of up to 50% in the cost of print- 
ing can be realized by a system which has 
been three Navy in 
a wide variety of publications. Each line 
of copy is typed on a tabulating card by 
a Line Composing Machine which can 
use over 100 different type Cards 
may be key punched for sorting, sequenc- 
ing, addition of non-printing information, 
and retrieval of information 


announces 


tested years by the 


faces. 


storage or 


Cards are kept in conventional card files, 
maintained up-to-date with 


additions and 


corrections, 


deletions; and often used 


as the primary record. Thus source docu- 
ments become reproducible copy for off- 
Cards may be run 
through sorting or accounting machines to 
and arrange them in the sequence 
required for the publication. This allows 
printing publications from the 
same set of cards. In one Navy applica- 
tion, 12 different publications were pro 
duced from the same cards by sorting on 
the basis of key punched non - printing 
data. An automatic counting machine and 
color coded cards provide spacing for for- 
mat design and illustrations in the page 
layout. One man can do the work of as 


set reproductions 
select 


several 
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Only the 
Bostitch B8R 
Desk Stapler 
gives you 





ee 


\IZz 
WG 
Z 


a 


1. A STAPLER | 2. A TACKER 3. A REMOVER 


to help you keep related , to use in posting bulle- to reduce filing bdulk 
papers together... aid : tin notices and signs in | when adding more ma- 


in filing reports and the office . . . attach ! terial . . . replace out- 
correspondence. | shipping labels. ; Of-date postings. 











Now add to this the fact that Bostitch offers continuous service, replace- 
ment parts are always available, sales representatives are located through- 
out the country. See and try the B8R soon! Only $3.15* at your stationer’s 


R 
Fasten it better and taster with 8 0 Ss I | I C 4 


312 BRIGGS DRIVE, EAST GREENWICH, R. 1! 


*Prices, slightly higher in the West and Canada 


STAPLERS AND STAPLES 
are subject to change without notice 
For More Information Circle No. 199 
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Ps 


ti oe 
ete tS 


of Barkley Tab File 
il increase efficiency in your 
free office personnel for ~ 
more important tasks. 
Files are quickly found 
—when you want them 
~-for each Barkley Tab 
is angled and magni- — 
fied for greater ivad- ~ 
at-a-glance visibility — 


wt the files. So durable they 


4 rough years of constant use! 
tkley Tab File Guides on your 
fist... TODAY! pers 


. i : yee ae 
Dept. TO-12, 1220 Van Buren St., 


For More 


The world’s smallest 
and most economical 
adding 


130 


For More 


machine... a 


Chicago 7 
Information Circle No. 317 


$0Q50 


SWIFT BUSINESS MACHINES CORP Only 
GREAT BARRINGTON, MASSACHUSETTS 


Information Circle No. 319 


plus 
tax 


many as 100 page layout designers and 
strippers using normal offset preparation 
techniques. The counted cards are placed 
in the Foto-List camera which automatic- 
ally photographs each line, a card at a 
time, at the rate of 7200 per hour. The 
camera produces negatives in galley form 
ready for platemaking for any printing 
process. Little or no negative opaquing 
is required. In one cataloging application 
involving about 22,000 pages annually, the 
Navy expects to save printing costs of 
nearly $1! million each year. For More 
Information Circle No. 118. 


MACHINE CART & CARRIER 


Gruber Products Co., 2223 Albion St 
Toledo 6, Ohio, announces the Wheelit 
folding steel cart and Loadezer for trans- 
porting heavy office machines. The Load 
ezer has small wheels which ride on a 
folding track mounted in a station wagon 


Heavy machines are easily loaded from 
the Wheelit cart onto the Loadezer plat 
form which locks securely for traveling 
The folded cart takes up little space. Load 
ezer tracks are easily installed with four 
bolts. The section extending beyond the 
rear door is adjustable in height and 
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The Copease dare: 


COMPARE! 


That’s our challenge. Compare COPEASE with any other copying 
machine. See for yourself that COPEASE—and only COPEASE— 
will copy everything and copy it perfectly. Whatever the job, 
COPEASE will copy it. And it will do it for less. Here’s why: 


*COPEASE SAVES PAPER. \Vinely-/i1e  » COPEASE COPIES SAVE TIME. Vip)’ 
percent of all office copying is done al reading iS necessary 
one dial setting. * COPEASE IS EASY TO OPERATE 


* COPEASE MAKES TWO COPIES FROM * COPEASE PHOTOCOPY MACHINES 
EVERY NEGATIVE. built to last 
* COPEASE COPIES EVERYTHING FROM ANY ORIGINAL 


Allow us to prove it on the spot. We'll personally demonstrate that COPEASE COPIES EVERYTHING. 


COPEASE CORPORATION 


DISTRIBUTORS IN PRINCIPAL 
5 Park Avenue, New York 22, N. Y 


CITIES. REGIONAL OFFICES: ; . 
acetensiooan 2entlemen: | would like to have a 3-day FREE TRIAL of 


New York, 425 Park Ave. ( 
Plaza 3-6692 f 
° ( 


Chicago, 228 N. LaSalle St. 
STate 1-1383 NAME... POSITION 


,opease in our own office—without obligation 
lease send me a FREE copy of THE TRUTH ABOUT 
SOPYING MACHINES a) 


Los Angeles, 3671 W. Sixth ADDRESS. 
St., DUnkirk 5-288) 





For More Information Circle 
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A Baltimore Business Forms 


systems 


PROBLEM: High volume of factory orders, each requiring 9 


different forms 


SOLUTION: Baltimore Business Forms’ Continuous Handytab Forms, plus 


imagination 


Here’s a case where the creative thinking 
of Baltimore’s trained forms designers 
turned a headache into a simple opera- 
tion. Factory paperwork called for the 
writing of 9 different forms to cover each 
order... and there were a lot of orders. 

A combination set of Baltimore’s 
Handytab Continuous Forms, fed into 
the typewriter as a unit solved the 
problem. One typing completed all nine 
forms and up to 500 orders could be 
handled without reloading. If your 
operation handles a high volume of 


_ .\ HANDYSET ONE-TIME 
~ @\ CARBON FORMS 


orders, perhaps this system, or a modi- 
fication, is for you. A Baltimore Business 
Forms trained forms designer can quick- 
ly analyze your problem and suggest 
the most practical forms for you. 

Call your Baltimore Business Forms 
representative. No obligation, of course. 
He’s listed in the Yellow Pages under 
*‘Business Forms” or “‘Sales Books.”’ If 
you prefer, write direct for free samples 
and recommendations. Address: THE 
BALTIMORE BUSINESS FORMS COMPANY, 
3136 Frederick Ave., Baltimore 29, Md. 


Lon MULTIPLE 





Baltimore Business ome 


THE BALTIMORE BUSINESS FORMS COMPANY — DIVISION OF THE BALTIMORE SALESBUOK COMPANY 


Saving time and reducing costs in business and industry 








NCR FORMS 


CONTINUOUS ¥ 
FORMS {no carbon required) 


COUNTER REGISTERS 
AND FORMS 


For More Information Circle No. 226 


THE OFFICE 
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gradually slopes into the station wagon 
for effortless loading and unloading. The 
Wheelit cart can go anywhere: down 
stairs, Over curbs and in elevators. Ma- 
chine remains on cart during 
stration by salesman who makes more 
calls when he doesn’t have to lift ma- 
chines. For More Information Circle No. 
173. 


TIME RECORDERS 


Lathem Time Recorder Co., 76 3rd St., 
N.W., Atlanta 8, Ga., makes the Series 
4000 with clock faces doubled in size for 
greater visibility. An unbreakable curved 
crystal protects the face and hands. The 
face is flush with the case so that the time 
may be casily read from either side. Steel 
case housing is finished in gray wrinkle, 


clock hands are red and all other trim 
is chromium plated. These recorders print 
along the edge of a form and both payroll 
and job time cards may be used on the 
same machine. Choice of registrations in- 
cludes standard or continental hours, with 
day of week or month and date, with min- 
utes, tenths or hundredths of an_ hour. 
There is also a choice of automatic o1 
push plate registration. Other features of 
the 4000 Series include an automatic rib- 
bon shift and reverse mechanism with 


two-color ribbon, phospher bronze en- 
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demon-, 


ESTEY 
SHELF 
FILES 


For Every 
Filing Need 
there is an 

patey Shelf File! 


DESIGNED FOR FILING 


aal=ielal-maeelaliiaeiaiielal 


Estey” 
Tare Mme(-siie] ammo Mmil-mm Zelels 
records in half the floor 
space, faster, more easily 
and at less cost. Your 

a -laelgel Mela-Mailela-Melaa-t 3] 0] (Fi 
more easily located (and 
re-filed). Your existing 

filing system fits instantly 


into Estey Shelf Files! 


Write for Brochure #575 


BS 


cORPORAT! 
35C Broadway, New York 13, NY, 


For More Information Circle No. 325 
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Your desk top 


personal secretary 





DOUBLE-DUTY 
DESK CALENDAR PADS | 


<a EVERY desk desk in every office 


Here’s an indispensable help for busy 
people who can profit by a perma- 
nent, visual record of daily trans- 
actions, appointments, expenses and 
personal business notes. 

It’s the new, 12-month, full-size desk 
calendar pad, made in _ convenient 
size (1744” x 2214"), attractively de- 
signed and produced. Twenty-four 
pages to a pad (one duplicate for 
each month hidden from view to in- 
sure privacy) are printed in soft 
brown to match the luxurious-looking 
leatherette binding and corners. 


Desk calendar pads are available at your stationer 
for just $3.50 each—or you can order them direct 
by using the coupon below. For quantity orders, for 
use in your own offices or as business gifts, we 
recommend imprinting your pads with your own 
message. Details and prices on request. 


AVAILABLE FROM YOUR 
STATIONERY DEALER, OR: 


i 
DOOLITTLE & CO., INC. i 
320 N. Dearborn St., Chicago 10, II! 


Please Desk Calendar Pads 
for myself and my staff. Enclosed payment of 


Biss 
Signed 


send me 


Company 
City & State 


cs ces come ee ee es ee oe ow es 
For More Information Circle No. 318 


134 


type wheels with lifetime guaran 
tee, unit construction and complete rust 
proofing by the Parkerizing process. Ma- 
chines operate from a standard electrical 
outlet, on a desk or on the wall. No price 
increases are planned. For More Infor- 


mation Circle No. 123. 


graved 


ELECTRIC STAPLER 


Bates Mfg. Co., Orange, N. J., makes 
the C-H 30 Electric Stapler which can 
fasten 100 sheets of paper as easily as it 
can staple two sheets. It will do prac- 
tically any type of stapling, using two in- 
terchangeable stapling heads. For every- 
day jobs, the Bates Model C head pro- 
duces its own staples from a roll of brass 
wire which has a capacity of 5000 staples 


The H-30 stapling head uses pre-formed, 
high carbon, chisel pointed staples capable 
of fastening up to 100 sheets. This heavy 
duty stapling head takes three different 
size staples: 44", ¥%8” and 1% The two 
stapling heads can be easily and quickly 
interchanged. The C-H 30. Electric 
Stapler provides easy, quiet performance. 
The motor, approved by Underwriters’ 
Laboratories, insures a trouble-free opera- 
tion that eliminates jamming. When mo- 
tor is on, machine is actuated only when 
papers are inserted under the stapling head 
and touched lightly against the trigger 
The unit may be equipped with a foot 
operated switch. For More Information 
Circle No. 133. 
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What’s missing from this desk? 


It's the greatest all-around time and worksaver in any 
office 

CLUE #2: It's the only office item that’s gone down 40% in price in 
the last three years! 

CLUE #3: It mends, protects, holds and seals at a touch. 


SABIJAANS BpOAD} ANCA 4D ‘adIUd MoO} 1DjNBas yo ado} snid ‘gé'LS 
AJUD “SJOJOD UBBIQ JING MoU PUD ADI UY jXSeP AsJaAa JO} JasUadsig 
edd] GNVYE ..HDLODS,, © 496 — Mou ad1Yo JNOA Ul BulyuNny-ado} dojs 
sBulysiuiny ado Mau YIM PaYyrdNW-JOJOD ‘puny BuO U4JIM add} fo 
Nd NOA 4a; yuUBIaM AADSY PUD asog BHulJinwW-uUOU ‘piys-UON “sasuadsip 
ysep usepow ‘awospunY Ss}i Ul {|S JaIPUDY ‘sesN S214O jO Spaip 
uny 40} Apuny ‘adp] sunydojjea> QNVag ,HDLODS., $4) INOILNI0S 


SAR ERE RADEMARK F 


ARK Ay NEW YORK ANADA NOON NTAR® 


Miiwnesora iisine ano TMAnvracturinG company 
{ 
.. WHERE RESEARCH IS THE KEY TO TOMORROW SN 
sS> 5 
For More Information Circle No. 198 
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ATLAS 


VERTICAL FILING 


SYSTEMS 


FAST 
EFFICIENT 
ECONOMICAL 
SAFE 


FOR 
NEGATIVES @ OFFSET PLATES 
STENCILS « SKETCHES « ARTWORK 
MASTERS © X-RAYS 


ATLAS CABINETS 
Complete line of models for neg- 
atives, plates, stencils, etc. up to 
21” wide. Capacities up to 1,400 
pieces. Wide range of sizes up to 


26” wide, 52” high, 28” deep. 


ATLAS HANGERS 
Over 20 types and sizes, a com- 
plete patented line. Lug, spring- 
clip and envelope types to fit 
every need. 


At Quality Equipment Dealers Everywhere—Special- 
ized Model at Addressograph-Multigraph Agencies 


Write for Complete Catalog 


ATLAS S#rex 


STENCIL FILES CORP. 


i YAL- uit 1 ee el 





For More Information Circle No. 309 
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MASSAGING CHAIR 


Harter Corp., Sturgis, Mich., makes the 
No. 65-VP executive posture chair 
equipped with an electro- massage unit 
which enables the user to receive a mas- 
sage in his office. A_ five-speed control 
permits the user to select the degree of 


massage action he prefers. The action is 
transmitted through the extra-deep foam 
rubber cushions in the chair’s seat, back 
and arms. The chair is fully adjustable 
to the physical requirements of the uset 
It is constructed of heavy gauge steel and 
available in a variety of upholsteries and 
enamel! finishes. For More Information 
Circle No. 109. 


POSTCARD INK SUPPLY 


Print-O-Matic Co., 724 W. Washington 
Blvd., Chicago 6, Ill., announces them 
Plasti-Pakt Ink for postcard stencil dupli- 
cators. This eliminates guesswork and 
miscalculation in inking. The pre-measured 
supply produces 750 sharp, clean copies. 
There’s no wasteful overinking and no 
leftover supply to clutter shelves. The 
plastic pouch is easily opened. Quick, 
clean inking is simple. A light squeezing 
empties the pouch thoroughly. Smudge- 
free, fast-drying action has been proved 
in thousands of test-runs. Plasti-Pakt Ink 
is formulated particularly for Print-O- 


THE Orrice—December, 1958 





ARE ON THE WAY 


Ne 


AL 





Hammermill’s complete line of papers 
for printing, duplicating and office use 


Now from Hammermill 
idea that makes it easy 


store and use 


comes a new 
for vou to buy. 
the right paper for your 
printing and duplicating equipment. It’s 
Hammermill Graphicopy Papers. 


This new line includes 181 items in 19 
grades of Hammermill Papers—individ- 
ually numbered for easy ordering. And 


they come in new easy-to-open and easy- 


to-use cartons. Very soon, now, you can 
order all your office papers from a single 


source, 


Ask your Hammermill supplier about 
accurately cut 84% x 11 and 8% x 14 
Graphicopy Papers and the new handy 
“Paper Selection Guide” wall chart. Or 
write: Hammermill Paper Co.. 1463 East 
Lake Road, Erie, Pennsylvania. 


Hammermill Graphicopy Papers Include: Hammermill Bond * Cockletone Bond « Management Bond * Whippet Bond « 
Hammermill Mimeo-Bond « Whippet Mimeogragh * Hammermil! Duplicator *» Whippet Duplicator * Hammermil! Double Purpose 
Master Paper « Hammermill Offset Wove * Hammermill Offset Vellum * Hammermill Offset Super-Smocth + Glossette Coated Offset » 
Deepiake Offset * Hammermill Opaque * Hammermill Cover © Hammermill Index « Hammermill Transiucent * Hammermil! Braille 


For More Information Circle No. 272 
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NEW! Able-Stik 
FILE FOLDER LABELS 


Stick Without Moistening! 


JUST PEEL 
’N’ PRESS 


: 


TRIAL 

OFFER! 
500 LABELS 

$4,00 


postpaid 





No fuss—no muss, when you 
label the Able-Stik pressure- 
sensitive way. Just peel ‘n 
press—they go on at the touch 
of a finger. Color coded—bliue 
green, red, yellow. Important 
—you can peel ‘em off the 
folders so that folders can be 
reused. Use them also to stick 
to file cabinets, parts bins, 
shelf edges, desk trays, etc 
Label size %4"x3%". 10 toa 
fanfolded strip. Insert strip 
and type. Have guide spots for 
typing. No machine adjust- 
ments necessary. Order trial 
quantity today! 


only 
Cash with order only 


Satisfaction guaranteed 
or your money refunded. 


Order today! 











Avaifable only from 


Allen Hollander Co., Inc. 
Kb @l2-ic- Mt) en es ee, 
Manufacturers of gummed labels and seals 


For More Informa‘:o.1 Circle No. 299 


TY BL O: tne rvee Bar 


LETTER 
# OPENER 


Modern 

in Design 
Handsomely 
Finished 
it’s FAST 
it’s SAFE 
It’s EASY 
to use ee 


e Simply insert end of letter in slot to positive 
stop. Press type bar with Right or Left Hand 

e No Damaged Letters—No Painful 

hand injuries. 


e Standard colors—Black— 
Green—Grey—Brown with 
decorative Chrome or Brass trim. 


e The SECRETETTE model is 
fitted with 2 Ball Point Pens and 
Holders in matching color. 

e Designed especially to meet 
the needs of the small business 
and professional office. Practical 
home accessory. 





a | 








The New Canaan Engineering Co. 
Larkin Street 
For More 
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Information Circle No. 300 


Springdale, Conn. 


Matic’s A-2G Card 
short-run economies 
tion Circle No. 156. 


Size Duplicator for 
For More Informa- 


SENSITIZED TAB CARDS 


Ozalid Div., Dept. Z-12, General Ani 
line & Film Corp., 24 Corliss Lane, John 
son City, N. Y sensitized 
standard tabulating 
cards for material 


announces 
size (31% x 74%") 
combining _ pictorial 


with coded and punched data. These diazo 
coated may be used in production 
control systems, pictorial language presen 
tations, procedures, personnel 
Items are re 
system. For 
111. 


cards 


inventory 
records or wherever visual 
quired in a tabulating 


More Information Circle No. 


card 


FOLDING CHAIR & HASSOCK 


Interstate Metal Products Co., 666 Lake 
Shore Drive, Chicago 11, Ill., makes the 
Maso colorful upholstered fold away chai 
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Lt MV / 1h Hote the All-Rutomatic 
ag Obs D) | =| DIU] 0) (-> al ade)e-1a Mm Or-l lott t- 10) 


maticw Keyboard Clearance 

Aut ear he 010) Sut M HTtiIp f non 1h Live itipiser Keys 
pVehcolsarehe Transfer Fr juct 
Transfer From Storage Register t juct Register 
Electric Carriage Shift to Right or Left Automaticw Carriage Return 
Electric Dials Clearance Hale i hvale|0}<] mre) =) 44) aca .Gale) el < 
Automatic Positive or Negative Division with Automatic Lineup 
ae DIN ale (=talemeclaleme Oli alsels 

PLAN NOW for a demonstration of The Newest Advance in 

Rotary-Type Desk Calculators before replacing. your present equipment! 


PLUS DIEHL Calculator Division 


, CONTROL SYSTEMS, INC. 
S Ldiehl_ 5 Beekman Street * New York 38,N.Y. + REctor 2-0045 


2 


EXCLUSIVE DEALERSHIPS AVAILABLE! Write today for full details.of the PLUS 
+ -DIEHL dealership plan, offering a complete new field for profitable sales 


For More Information Circle No. 200 
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and matching upholstered bench hassock 
which seats three persons. These units 
fulfill requirements for seating in recep- 
tion rooms, conferences, permanent office 
seating and for lounges. Chair’s seat and 
backrest are plastic foam over No- sag 
springs, covered with Boltaflex, and arm- 
rests have matching Boltaflex. Legs and 
frame are tubular steel construction, fin 
ished in metallic bronze with self-level 
glides. A safety lock maintains the chair 
securely when in use but can be flipped 
open for folding [he bench hassock 
cushions are plastic foam over No-sag 
springs covered with leathergrain Bolta- 
flex. Frame of strong steel fabrication 
is finished in metallic bronze and stands 
on six rounded, fruitwood finished legs 
tapered into brass ferrules. Both chair 
and hassock come in green, orange, tan o1 
white. For descriptive folder, Circle No. 
150. 


ACCOUNTING MACHINE FORMS 


2 for Business Forms, Inc., West Hartford. 
$960 Conn., designs and manufactures forms 


; for the Monroe Automatic Line Finder 
* postpaid 
-ANUYE, FILES ene 
e 


For Either Legal or 
Letter Size Filing 


— keep office girls happy because 
they‘re so light and easy to handle... 
short and small enough for office girls 
to comfortably lift from a’ shelf. Weigh 
less than 30 Ibs. fylly loaded, yet hold 
15 inches of letter size files front to 
back or 12 inches of legal size files. 
—keep records neat and in quick ref- 
erence condition for easy finding and 
filing. Sturdy corrugated fibre-board 
construction with index strip on two 
sides, flip top lid and handy “tote 
openings. 

—keep record storage costs way down 
,.. put your records in order today... 
the R-Kive File way! 


——-_5e 


[hese forms require a precisely placed 

and spaced row of holes on each side. 

BANKERS BOX CO. Because the entire operation of punching 

is completely automatic, completely uni- 

Dept. 0-12 form workability of the se is guar- 

2607 North 25th Avenue «+ Franklin Pork. anteed. Designed for the Monroe Presi- 
For More Information Circle No. 301 
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PN Ne /ISIBLE 








PHOTO PANELS 


the Quick, Easy Way to Reproduce Lists 
for Directories, Catalogs, Indexes, Etc. 


JUST TYPE-PHOTOGRAPH-REPRODUCE 


Save. time and expense of typesetting; your typewriter is your compositor 
Each line typed on individual card. Revisions quickly made, listings added 
or deleted, page arrangements changed and illustrations or headings added 
Always available for instant reference or use, easily kept up to date in your 
office and under your control, conveniently and compactly filed 
Reproductions can be made any proportionate size and printed by offset 


planograph or other methods of commercial or office reproduction ‘ 


ACME VISIBLE RECORDS, INC., Crozet, Virginia 


District Offices and Representatives in Principal Cities 


ACME VISIBLE RECORDS, INC., Crozet, Virginia 


aa Compan 
] Send us more information and literature on ener 


Photo Panels 


[] We are interested in Acme Visible equipment Attention 


Laend 


for records 
KIND OF RECORD Address 


(_] Have representative call. Date 
Time City 





For More Information Circle No. 244 
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NO MATTER WHO... 


needs a fine typewriter, OLYMPIA is the 
answer. Whether it is a machine for heavy 
duty office use, or a smart portable for the 
professional man or student, OLYMPIA 
offers you the best typewriter on the market. 


See your dealer, the man with the ‘'know- 
how" about typewriters. Let him advise you 
and you can't go wrong. 


REMEMBER ... OLYMPIA writes best of 
all — Because it's built 
best of all 


OLYMPIA DIVISION 








INTER“CONTINENTAL TRADING CORP. 


90 WEST STREET NEW YORK 6, N. Y 


For More Information Circle No. 302 
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machines, the 
speeds the over- 


dent line of accounting 
Automatic Line Finder 
all posting procedure because it instantly 
automatically aligns one or two to the 
correct posting lines, horizontal 
alignment, and automatically ejects forms 
after posting. It also eliminates the 
for attached carbons between forms and 
carbon overlays on the journels, thus re- 
ducing forms indicate time 
savings of up to 50% in typical posting 
operations The Automatic Line Finder 
has application to such procedures as as- 
counts accounts payable, gen- 
For More Infor- 


assures 


need 


cost Tests 


receivable, 
eral ledger and payroll 
mation Circle No. 125 


STORAGE & CARD CABINET 
ole Steel I 
New 
10 


qguipment Co., 415 Madison 
*Orek 17, Mi 9 makes the 
card file cabinet, 
units with = soft, 
golden hardware 
recessed base These features make 
units “at-home” in the ex 
This cabinet has two box 


jrawe t a. “Ss or 4a” x 6 


and 
Imperial 


Storage 
ole’s 
rounded contours 


cards 





Sliding sight 
adjustable shelves which provide 
storage area All 
nts are protected by a safety lock with 

Imperial cabinet is desk-high, 


This 
3042" wide and 17” deep) to coordinate 


tambour doors roll out of 
4 reveal 


generous compart- 


Ideal as a 
photocopying ma- 
Available in mist 
For More 


vith Cole’s mddular sections 

for duplicating and 
chines. Priced at $78 
reen, Cole gray or desert sand 


Information Circle No. 101 
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SMART 
COPY CATS 





only $6.50 


Franklin Table Co. 
116 A 4+} 


N. 4 


Lou 





For More Information Circle 


WAKE UP YOUR 
AUDIENCE 


. with a lightweight, portable 
Arlington 5-Way Presentation Easel 


ARLINGTON ALUMINUM wie 


19007 W. DAVISON DETROIT 23, MICH 
Please send me complete easel information 


NAME 


ore Information 











OOO0000U00 
STEVENSON & SMITH, INC. © 


LEADING MANUFACTURERS 


O 


OF 


Intricate, Accurate, Economical 


SPECIALTY 
O Multi-Part Business Forms 


O 
O 





Stevenson & Smith, leading business 

forms manufacturers and business sys- 
rc) tems creators, are represented, coast 
— to coast, by outstanding Business Forms 
O dealers and systems analysts. 


OO/V\OO0000 


O Write for name of your nearest 
representative. 


STEVENSON & SMITH, INC. 
Lackawanna Place 


BLOOMFIELD, NEW JERSEY 


For More Information Circle No. 315 
VACATION AND SICK LEAVE CONTROL 
SHEETS 


These contro! 

sheets give an 

“OF T accurate, read- 

»’ lamdand Liu = 7 

for amy 3- hole Standard Bima ily accessible 
masizfaszewosi| and economica 

I record of em 

ployee's annua! 

vacation, sick 

leave, paid 

holidays, and 

other records 
requiring tabu 
lation by cal 
endar days 

Over 250,000 
sold this year 


1959 Vacation and Sick Leave Calendar Sheets 

25 sheets $ 300 sheets 
sheets $3.00 400 sheets 

00 sheets $ 500 sheets 

200 sheets $9.0 


Additional sheets over and above 500 
Minimum order 25 sheets—F.0.B. Columbia, Missouri 
Postage Prepaid if check 
or money order accompanies order 
AMERICAN PRESS, 200A So. 7th, Columbia, Mo. 
For More Information Circle No. 316 


1%c each 


144 


BINDING PUNCH 


General Binding Corp 1101 Skokie 
Highway, Northbrook, Ill., announces the 
General Model 216 electronic high 
punching plastic or 
loose-leaf binding 


speed 
metal 
It features silent power 


machine for 


and ease of 
> 


2'4 ft. of 


operation, occupies less than 


space and can be used on any 


desk or table top The 
tion 


simplicity of 
guarantees highest Opec itional 
ciency even for the inexperienced 
ator \ 


chine is on and 


opel 
pilot light signal Mat the ma 
ready maximum 
Designed by 


Reinecke the General's 


power for high production 


Gene handsome 
combination will fit 


For More Infor- 


contour and color 


+} 
OIC?’ 


mation Circle No. 146. 


the decor of any 


FILE FOLDER LABELS 
Smead Mfg. Co Minn 
self-adhesive file labels in 


Merchandised for 


Hastings makes 


folder rolls 
sales appeal in an at 


tractive, reusable clear plastic box. Smead 


emphasizes the neatness and ease of self 
adhesive application in roll form in addi 
tion to the reusable plastic dispenser. The 
labels are available in eight with 
250 labels on a roll, perforated for easy 
For More Information Circle 


colors 


separation 


No. 182. 
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Verifax iat 


ash “99” each 


At Gri lmman Aire ralt Er izgineeri xr Corp., Bethpage 


Dont let 10- minute wadke cancel 
what you save by modern copys 


Putting anew Verifax Bantam Copier 1 minute for just all your 


in every department ends secretarial Verifax dealer 
travel time—saves up to 24¢ every time “Yellow Pages” under plicating or 


Check 


copies are made. photocopying mac 
These savings, alone, can pay for each Price's 

department’s Bantam Copier in a month nd is sul luce 

or two. No one need take more than a e C ° 

lew § eps to CcOpy letters, orders, reports eritax Opying 


what have you, (5 clean copies made in POEs MORE... COSTS LESS... MISSES NOTHING 
MAIL COUPON TODAY 
Eastman Kodak Company, Business Photo Methods Di 


Gentlemen: Please send new booklet describing Bantam 
and other Verifax Copiers. Also names of nearby dealers. 





2 
ompany —__ 


a 


City 





For More’ information Circle No. 245 
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& Hours 
OF 


GLASS TOP 
GLARE 








nem 


HEADACHE! 








IS ENOUGH 
TO GIVE YOU A 
3 
i 





Now! 


Work All Day Long 
NON-GLARE /, Without Annoying Eye-Strain! 
— TOPS / IT’S ALMOST INVISIBLE GLASS 
WITHOUT GLARE. 


Eye-strain, eye-strain headache . . . that’s what you get when you 
sit behind a desk with an annoying, light-reflecting glass top. 
But what a restful change Tru-Site makes! Tru-Site non-glare glass top ends 
eye-strain as it stops annoying light reflection . . . protects the top 
of your desk with an almost invisible glass. 
See the wonderful difference Tru-Site makes on YOUR desk 


Write today for a visual Tru-Site demonstration without cost or obligation. 





DEARBORN GLASS COMPANY 


6600 SOUTH HARLEM AVENUE, BEDFORD PARK, P. 0. ARGO, ILLINOIS 





For More Information Circle No. 224 
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OFFICE EXERCISER exercise without fatigue, it eases the mus- 

Stauffer Reducing. Inc.. 1919 Vineburn CUlar and nervous tensions normally built 
Ave., Los Angeles 32, Calif., offers the UP during a business day. It also helps 
Office Gym, a motorized couch. When the ¢/iminate unsightly flabbiness in a program 
executive lies down on the unit and flips based on effortless exercise and reduced 
a switch, the moving center section of the #lorie intake. The Office Gym weighs 


29 
4 


> +) y > a00e 
couch exercises his body while he re- 2 Ibs. and folds up for easy storage. 


laxes. In addition to providing essential For More Information Circle No. 137. 


MULTILITH OPERATORS Re50% 
NOW YOU CAN CUT COSTS “ 
/ step 4 cover your own dampening rolls with 


PRESEWN TRI-MOL molleton covers 
IN 5 to 10 MINUTES ANYONE IN YOUR OFFICE 


can put on their own dampening roll TRI- 
MOL Molleton covers. It's as easy as 
A-B-C (see illustrated steps at 
pene og yah a left). Send in your order to- 
cover) around roller day or write for more 
STEP B—Slide TRI-MOL Mol- . a 
leton cover (as shown) onto roller. information. 
STEP C—Tie ends and cut excess 
string THAT'S ALL THERE !S TO DO! 


FOR ALL MULTILITH & DAVIDSON PRESSES 


For further information, write: 


ROLL-O-GRAPHIC CORP. 


133 Prince St., New York, N. Y. 














DEALERS AND DISTRIBUTORS INQUIRIES INVITED 


For More Information Circle No. 312 
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label pasting with 


King) 


_. GLUERS 


Makes mailing and 
shipping faster, cleaner, cheaper. 


SAVE with lower cost, 
ungummed mailing 
labels—and get better 
appearance, neater 
mailings. 


Use in other places, too— 
for any labeling chore. 





TRUE PORTABILITY 
POSITIVE CONTROL « EASIEST CLEANING 
LOW COST « PAYS FOR ITSELF 








Ask for details. See your King dealer. 


Minv 1) Sales and Engineering Co. 


441 Folsom Street, San Francisco:5 


For More Information Circle No. 324 


148 


ADDING & PRICING MACHINE 


Victor Adding Machine Co.. Dept. O- 
1258, 3900 N. Rockwell St., Chicago 18, 
Ill., makes the Add-N-Mark, a small, low- 
cost adding machine that in seconds can 
be converted to a price marking machine. 
Both pressure sensitive and gum labels can 
be used for price marking, with a mark- 
ing capacity of $99.99. Label size is %4 
wide by 2/3” high. The dual pur- 
pose machine is available in ten-key and 
full keyboard 


to % 


models, electric and non- 
electric, and in a variety of totaling and 
listing capacities when used as an adding 
machine. It puts neat, mechanical price 
marking within the range of every mer- 
chant because machines cost just a frac- 
tion more than standard 


model adding 


machines. Push-button entry of prices to 
be marked Is a morale 
Because prices to be marked are 
changed by pushing buttons, short 
runs are as easy and 
runs 

simple. 


time saver and 
booster. 
easily 
long 
Re-marking prices on sale items 1s 

Changing from adding machine 
function to price marking and back again 
is as clean and easy as changing the paper 
roll on an adding machine. The Victor 
Magic Marker Magazine makes this fast 
change possible and automatically adjusts 
machine’s spacing for price tag marking. 
Because of the portability and attractive 
appearance of the Add-N-Mark machine, 
price marking can be done in the office 
and at the counter as well as in the stock 
room. A convenient method is to check 
invoices on the adding machine, convert 


practical as 
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your company is judged 
by the office you keep! 


Scientific construction, hand- 
some styling, consideration 
for comfort, are all combined 
in Cole Steel Office Equip- 
ment. Cole Steel is America’s 
top selling brand, its low in- 
itial cost and enduring beauty 
make it the greatest dollar 
value in steel office furniture. 


COLE 
STEEL 


Send for our latest catalog 











For More Information Circle No. 238 





- COLE-STEEL: 








Cole Steel Equipment Co., Inc.» 415 Madison Ave., New York 17, N.Y 
Canada: 329 Dufferin St., Toronto, Ont. 





SPRINT 


is portable 


it can be removed from one office to another 


everywhere there is 
a typewriter and the need of more copies. 


The Sada Sprint spirit duplicator is: 
-light 
-completely close 
-the spirit is hermetically contained 
in the suitable tank 


Your secretary will use it with pleasure, without any difficulty 
and without being smudged 
easy to operate adjustable for printing on any range of paper 


ensures the even clearness on any part of the copy 


FEATURES 

automatic engagement of the master, 
immediate and micrometric 

printing displacement 

“printing pressure with progressive 
regulation, 

semi-automatic moistening, 

reversible paper feed table 

for the complete closing of the machine 


Write for details and terms to 


S.p. A. Duplicatori ed Affini 


First Manufacturer of Duplicators in Italy 
Milano, Italy, - Piazza S. M. Belcrade, | 


For More Information Circle No. 209 





to price marking and then run labels from 
invoices to have labels ready for attach- 
ing when merchandise is unpacked. For 
those who require larger marking capacity 
to accommodate tax designation, price 
code, etc., the larger Victor Mark-O-Matic 
is available. For More Information Circle 
No. 131. 


PHOTOCOPIER 


Nord Mfg. Corp., 366 Jericho Turn- 
pike, Mineola, N. Y., announces the im- 
proved Nord Wizard Photocopy Machine 
housed in a new unit that holds its lustre 
and stainproof qualities for life, at the 
same price of $179. New elements have 
been added to the Wizard including a 


high torque starting unit and high com 
pression rollers which produce finer qual- 
ity copies. Field said to have 
proven that high contrast copies are clearer 
than originals in many cases. The Nord 
Wizard Photocopy Machine copies from 
books, magazines, etc., and is ideal for 
reproducing documents, engineering trans- 
parencies, projection films and technical 
data in addition to the complete range 
of normal office duties. For More Infor- 
mation Circle No. 102. 


tests are 
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Attractive © 
Safety 


THE CONSOLETT 





Electric typewriters, comput- 
ers and other valuable office 
machines are super-safe on 
the sturdy, heavy-duty Con- 
solett stand. Operators like its 
roomy top, enclosed privacy, 
easy mobility without balking 
and the way it anchors on 
four rubber feet at the touch 
of a toe 

Check your office require- 
ments and write for prices and 
literature. 





if 


Matching 
two-shelf cabinet 
also available 
SOME 


DEALERSHIPS 
OPEN 


LAEGER NA 


STOLPER STEEL PRODUCTS CORP. 


318 Pilgrim Road © Menomonee Falls, Wis. 
For More Information Circle No. 329 





CUT CLERICAL COSTS 


oo- WITH 


SORTKWIK 


The non-allergenic fingertip preparation 


Eliminates irritating rubber fingers... 
messy, unsanitary sponges 


Easy to use — just apply to fingertips 


for greaseless, stainless, tacky film. 
Pick up papers easily, quickly. 


Non-drying—contains no drying 
alcohol. 


Non-allergenic— Recommended by 
dermatologists. 


Long-lasting —attracts moisture to 
fingers, making one application long 
lasting. 


Widely used— Thousands of businesses 
speed up sorting, counting, filing, 
posting with SORTKWIK. 


Your Stationer has SORTKWIK or 
will stock it for you. Only 50c each. 
m=—=- MAIL COUPON FOR TRIAL OFFER ~~ 


LEE PRODUCTS COMPANY ! 
Dept. O-12e 2736 Lyndale Ave. So. 
Minncapous 8, Minnesota 

Enclosed is $1.00 for two trial containers of 
SORTKWIK. 


Name 


Company_____ 
Address 








For More Information Circle No. 352 
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safes for 


RECORDS SAFES 


Meilink Steel Safe Co., 1672 Oakwood 
Ave., Toledo 6, Ohio, makes fire-insulated 
safeguarding vital records both 
in the office or at home. Model 1X (left) 
stands 20” high and is 15” deep. Model 
2UB is 24” high and 18” deep. Both carry 


the Underwriters’ Laboratories and Safe 
Manufacturers National Assn 
tifying they have been tested to withstand 
a fire up to 1700° F. for one hour without 
damage to the contents. In addition they 
carry the UL burglary relocking device 
jabel guaranteeing a 10% rate reduction 
in burglary insurance. Available in gray, 
green, heather tan and Inverness green 
For More Information Circle No. 132. 


labels cer- 


FLUORESCENT LAMPS 


Duro-Test Corp., 2321 
North Bergen, N. J., 


Hudson Blvd., 
makes Power-Light 


fluorescent 
which concentrate 
bling the brilliance 


lamps with internal reflectors 
light downward, dou- 
Ihe lamps can be 
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SPACEFINDER FILES... 


.. HAVE PROVEN, in hundreds of offices, that they can 
SAVE YOU 50% or more in filing time, space and money! 


ONLY SPACEFINDERS... 


offer you these 
exclusive advantages. 
| Welded cabinet of Spacefinder is de- 
signed specifically for MAXIMUM 


FILING EFFICIENCY. It is not an adap- 
tation of shelving! 


Spacefinders are complete and ready 

to use. When you move or change 
your department, you can MOVE THIS 
RUGGED FILE WITH CONTENTS 
INTACT! 


3 Optional doors give DUST, DIRT 





and FIRE PROTECTION, serve as 
handy pull-out work shelves, and can be 
provided with locks. 


. @ Note visibility and availability of thousands of records. 
Spacefinders are an appearance asset to any 


office — available in a wide range of sizes. 
Send today to Tab Products Co., 995 Market 
Street, San Francisco 3, for 24-page brochure, 7" Zz ES 
and name of our local representative for skilled 
help in showing you how to save Gling timan pep monpvors oO, 
space and money. 


For More Information Circle No. 230 
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PROBLEMS 
SOLVED — 


3 PHON 


1. Safeguarding privacy. 

2. Quieting the office. 

%. Better hearing—noisy places. 
HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 





For More Information Circle No. 331 





NIPPO a 
CHECK WRITER 


indelibly prints 


ust The same 


~~ 


ss a b g 
machine 
; ” 
costing up @, 
to $500.— ” 
NIPPO MACHINE INDUSTRY CO., LTD. 
Tenjin-cho-Nishi-ku, Yokohama, Japan 











For More Information Circle No. 332 
Since 1903 


a4 the BEST in 


DUPLICATORS 
and SUPPLIES 


Send for FREE illustrated catalog 


THE HEYER CORPORATION 
Chicago 23, Illinois 


For More Information Circle No. 334 


5 SLIDE-SORTERS 5 


A welcome gift for 

all SLIDE fans. 40 

slides, at once, may 

be spread out on 

the Slide-Sorter 

illuminated top for 

rapid... easy se- 

lection and arrangement 

of slides in any order or 
sequence desired for screen 
projection. Order several for 
gifts... Order one for yourself. 
Satisfaction or money refunded. 


Seen MIST —_—" post paid 


8620 Lorain Ave., Cleveland 2, Ohio 











For More Information Circle No. 333 
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used in standard fluorescent fixtures and 
require no change in wiring or ballasts. 
Power-Lite more light to seeing 
areas and effectiveness of dis- 
play and cove lighting. Available in two, 
four, six, and eight-foot models in a variety 
of colors and life-rated at 15,000 hours. 
For More Information Circle No. 106. 


directs 
increases 


EXECUTIVE SAFE 


Bentson Mfg. Co., 663 Highland Ave., 
Aurora, Ill., introduces seven Regal pastel 
enamels for solid or two-tone application. 
Iwo shades of green, two grays, a rich 
brown, tone are the 
colors added to the firm’s previous range 
of five standard and two grained finish¢ 
A S% above the (Zone 
No. 1) price will be added for Regal or 
any two-tone effect. 


beige, and a coral 


increase basic 


tt 


4 Guardex telephone cabinet brings 
personal, private security to the point of 
use, making it unnecessary for the execu- 
tive to use the fireproof vault in the gen 
eral office. Like the Guardex desk unit, 
the Guardex telephone cabinet carries a 
Class C label of protection (North Ameri 
can Safe Assn.) and is equipped with a 
Yale combination lock. Fully reinforced 
and supported by its own sturdy frame- 
work, it operates on ball bearing, cradle 
suspension. The safe accommodates Pen- 
daflex folders for either letter or legal 
size records. For More Information Circle 
No. 126. 


Q 
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Only *3.50 a week puts 
a new Victor Calculator 
in your office! 





Victor 40th Anniversary Special 
New Models—New Low Prices 














Special Mult-O-Matic Printing Calculator. Model 
72-85-54. Special low price. Automatically multiplies, 
adds, subtracts with flick of Simpla-Key. Automatic 
sub-totals or totals from same bar. Automatic credit 
balance. 

Mult-O-Matic Printing Calculator. Model 74-85-54 
(not shown). All features of Special (above) p/us auto- 
matic Constant and automatic Total Transfer. 














Automatic Printing Calculator. Model 75-85-54. 
Automatically divides, multiplies, adds or subtracts 
with a flick of the Simpla-Key. Automatic Constant, 
Total Transfer, and credit balance. Automatic sub- 
totals or totals from same bar. 

Automatic Printing Calculator. Model 73-85-54 (not 
shown). Has all features of above, except Constant 
and Total Transfer. 








VICTOR ADDING MACHINE CO., 
CHICAGO 18, ILLINOIS 
The answer to business problems since 1918 
Victor Adding Machine Co. , (Canada), Ltd., Galt, Ont. 
Manufacturer of Business Machines, Cash 


Registers, Business and Industrial Systems 
Electronic Equipment, Electri-Cors 


Avoid large cash outlay with 
New Lease or Purchase Plans 


Now! Put a: Victor Special Mult-O-Matic 
Printing Calculator to work for you for less 
than $3.50 a week. New Lease Plan saves 
your cash reserves, gives you the immediate 
benefit of time-saving, money-saving auto- 
matic figure-work. Low payments include 
expert Victor maintenance. 

Or for a small down payment, and less than 
$4.75 a week, you can own this same Victor 
Calculator, and take 24 months to pay. 
Other Victor business machines also avail- 
able on lease or purchase plans at even lower 
payments. Now is the time to lease or buy 
because prices are low . . . terms easier... 
and there are more models to choose from 
than ever before in our 40-year history 


The exclusive Simpla-Key makes 
all calculations automatic! 


Merely flick the Simpla-Key, 


enter the figures . . . the machine 
does the rest automatically. Mul- 
tiplies, adds, subtracts or divides 
with one key—on one simple key- 
board! Automatically prints 
figures with true symbols on tape 
just as you would write them. Does the work of two 
machines—adding machine and calculator—with 
no complicated rules, no special training needed. 


CALL YOUR VICTOR MAN. He's listed (~~ 
in the Adding Machine section of the Yellow Nesre Desle 
Pages under Victor. Or mail coupon today. | 


* 
Yellow Pages 


Victor Adding Machine Co., Dept. 
Chicago 18, Illinois 


0-1258 


Send me full details about your 
{) New Calculators 
Adding Machines 


New Leose Plan 
] New Purchase Pian 


Nome 


Company Name 


! 
' 


GEE CD ccmrcnseimrminion 


City Zone. Stote__ 





Desieinncitnietenenenmemnesninanmanunenaneniiil 


For More Information Circle No. 256 


| 


1 





The Original MICROPOINT t’s no wonder. INK-STIK was made for 
the office. There’s an INK-STIK especially 


* for stenographers, secretaries, and 
ee receptionists one for accountants and 
auditors ... and another for general 
office work. There’s even an INK-STIK 
for the office boy or mail clerk who 


= " " 
Joins needs a broad point for marking packages 


and writing shipping instructions 


the e Slim, trim featherweight balance 


e Writes 3.1 effortless miles 
Office! e Instant starting, smooth writing 
e 8 distinctive ink colors . blue, re d, 
black, green, brown, lavender, 
gold, turquoise 


FOUR BUILT-FOR-BUSINESS POINT STYLES 
Order from your stationery Utility-Point 39¢ 
s lier or direc ‘ 
re Sex ty Steno-Point . 49¢ 
ee a eee Audit-Point .. get 49¢ 
and address 
All-Purpose Marker aa 59¢ 


Black and Red only 


IMicroromr, BING. sunnvvace, caurornia 


Creator of Advanced Writing Instruments 
For More Information Circle No. 254 
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STORAGE FILES BATTERY FLOOR MACHINE 


Convoy, Inc., Station B, Box 216H, S. C. Lawlor Co., 124 N. Aberdeen St., 
Canton 6, Ohio, announces that the addi- Chicago 7, Ill., makes the battery-powered 
tion of a handhole at the rear of Convoy Model 26 Floor Cleaning Machine which 
File drawers makes handling easier. This cleans 20,000 sq. ft. per hour. It does 
convenience should be appreciated by any- the whole iob: dispenses clean water, 
one who handles record storage, especially scrubs and then vacuums up the dirty 
at transfer time when loaded drawers water. The four 24-volt battery pack 
present a physical challenge. Convoy, Inc., housed in front is designed so that an- 
specializes in Filing and Tote containers other pack can be substituted in a few 
and produces files in 15 sizes such as letter, minutes, when recharging is necessary. 
legal, check, de- 
posit slip, tab card 
and ten others. 


Mastt (heavy uy a 4 a eo ee cekons 
corrugate . Bes _ ’ 
say imerese**" Any number of 
Countrol Systems 
Daas) os Lieataaneal 
can be based 
on the 


TALLY , 


Simple punchefl-card 
systems, based on 
to rock hard | Vary-Tally Multiple 
strength), the files | Unit Reset Counters, 


have an attractive 
smooth exterior, 
and are impervious 


give complete and up-to- 

the-minute cost and stock-control information by types, 
to dampness and colors, sizes, textures, grades, customers, or other classi- 
moisture. Weighing fications. Also keeps production geared more closely to 
up to 50% less demand. Let us show you how easy it is to develop 
than steel, Convoy a Vary-Tally system for your particular needs. 


Files are sold as- | VEEDER-ROOT INC., Hartford 2, Conn. 
sembled and ready be! 


for use. For More oh 
Information Circle | “The Name that Counts 
No. 114. 


For More Information Circle No. 349 
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There are two tanks: a 10-gal. solution 
tank and a 22-gal. recovery tank, and 26” 
brush spread. The squeegee assembly is 


at the rear in easy reach, and there is a 


hand squeegee to pick up water from hard- 
to-reach places. Sturdily built to give a 
lifetime of service, the frame is all welded 


structural steel, corrosion protected and 


MAXIMUM SECURITY 


CONTINENTAL 
NATIONAL BANK BUILDING 
with 


TELKEE 


the complete system of 
positive key control 


In Fort Worth’s new C N B Build- 


ing—and in thousands of stores, 


schools, plants and buildings across 
a TELKEE System 
assures constant, fool-proof con- 


trol over the keys to every lock. 


TELKEE keeps keys in authorized hands; eliminates prob- 


lems of lost keys: cuts costs of replacement locks and keys 


the country 


Available in capacities from 21 to 2240 key changes, there's a 
TELKEE System to fit your property, large or small. Write 
today for “The Key To The Whole Thing” 


P. O. MOORE, INC. 
A Subsidiary of SUNROC Cerporetion 

The MOORE KEY CONTROL System 

GLEN RIDDLE 45, PENNSYLVANIA 


For More Information Circle No. 335 


bearing wheels have neoprene 
52” long, 2642” wide; 


For More Information 


10” roller 
tires. Machine is 
weighs 540 Ibs 
Circle No. 416. 


PORTABLE TYPEWRITER 
DeJur-Amsco Corp., 4501 Northern 
Blvd., Long Island City 1, N. Y., an- 


nounces the DeJur- Triumph Kwik - Riter 
portable typewriter. Designed to retail at 
$114.95, the Kwik-Riter offers the same 


‘It's CLEAN, QUICK 
and EASY with 


Duplisette =. 


(CARBON cory) 


WP) 
READY-MADE 


SECOND-SHEET 


and 


CARBON SETS 


FOR ALL TYPEWRITTEN 
CARBON COPIES 


Prove it to yourself with this free offer:— 
Duplisettes give you fast, clean carbon copies 
—NO more smudged fingers, NO more dirty 
letters, NO more collating, NO more fussing 
with loose carbons! Size 84% x 11 in white, 
canary, pink, blue, green and goldenrod, 


Send for FREE SAMPLES—today! 
DISTRIBUTORSHIPS AVAILABLE 


CARTERET PRINTING COMPANY 


480 CANAL ST., NEW YORK 13, N.Y. - WOrth 6-1454 








For More Information Circle No. 336 
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arrirt 
gogo dete Figure NEW Payroll 


—WitTHHo a 


Deductions with Famous . 
\DELBRIDGE Social Security 
and Withholding Tax Charts! 


Effective January 1, 1959, in- 
creased social security tax deduc- 
tions must be made from em- 
ployees’ earnings. The revised 
DELBRIDGE Social Security & 
Withholding Charts feature these 
new deductions plus withholding 
taxes. Deductions are pre-calculated 
and on one line for quick, easy and 
accurate recording. No other 
method offers so many advantages: 


e Faster than rhachine or hand 
figuring! 

e Practically eliminates comput- 
ing errors! 

e Simple, easy to use! 


e Four separate editions cover all 
payroll periods: weekly ($1.00 
to $550.00); bi-weekly ($1.00 to 
$1050.00); semi-monthly ($1.00 
to $1050.00); monthly ($1.00 to 
$1300.00). 


FREE 10-DAY TRIAL! 


| DELBRIDGE Calculating Systems, Inc 
} 2510 Sutton Ave., St. Louis 17, Mo 


Without obligation, send the 1959 DELBRIDGE Social 
Security & Withholding Tax Charts indicated below 


If we keep the charts, we'll ‘‘O.K."" your invoice at 
D b a B R | 2) C7 f the rate of $3.50 for each copy 
C y Name 
PURSUIT REL icmeRenis bela 
Street Address 


City Zone State 
2502-10 Sutton Ave. - St. Louis 17, Missouri (Specify quantity wanted and payroll period, here) 


Pre-Calculated Tables for Business & Industry Since 1890 


©D eee eee Bl oe es om om ee oe es oe oe 


For More Information Circle No. 213 
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AVOID COST AND 
DELAY OF BINDERY 
DRILLING 


CURE HAND-PUNCHING 
HEADACHES WITH A 


Sptuath 


PAPER DRILL 


A real production model— 
handles big or small jobs. Does 
clean, sharp drilling. Takes 1” 
stock. Table size 12” x 18”. 
Chip disposal. Adjustable back 
gage and 4 stops. Price includes 
one hollow drill. 12 standard 
size drills from % to 4%”—$3.75 
each. Slitting attachment $7.50; 
slotting attachment $9.00. 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


For More Information Circle No. 366 


Triumph Action tempered spring steel 
typebars and accelerated action that has 
made the Triumph line of electrics, stand 
ards and portables known for their light 
touch, speed and fine write. Other fea- 
tures are: long lasting two-tone ripple fin 
ish, double frame construction; 44-key, 88 
character keyboard; single, double and 
half spacing; paper diverter, erasure bar, 
transparent card holders, magnesium alloy 
carrying case, two-color ribbon and sten- 
cil cut-out, automatic and manual ribbon 
reverse, non-glare finger molded keytops. 
Available in pica and elite type only. For 
More Information Circle No. 110. 


CONTINUOUS FORMS 


Continuous Forms, Inc., 4490 Cass 
Ave., Detroit 1, Mich., specialize in the 
manufacture of marginally punched con- 
tinuous forms which are shipped in 72 


hours or less after receipt of order. They 


VERSUS 
3 to 9- WEEK DELIVERY 


keep on hand some 50 different weights 
and sizes of paper stock to meet almost 
any requirement. Forms can be printed 
in any color, back printed, stapled, drilled 
for binders, have special perforations, 
short carbons, carbon  silver-outs, etc. 
Printed offset and hectograph masters are 
also produced, separately or as part of 
a forms set. Short forms runs to test a 
procedure or meet an emergency are in- 
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: / 2 
VERSATILITY AND ECONOMY of opera- 
tion are keynotes to an accounting d 

partment equipped with a National System. 


DAVID KNOPPING, THREE NATIONAL ACCOUNTING MACHINES, 
Treasurer of Super one, speed our customer's billing because 
Market Distributors, Inc, computations are performed with me 


“Our G@alional System 
saves us ‘41,000 a year... 


returns 67% annually on our investment!”’ 


—Super Market Distributors, Inc., Boston, Mass 


“We've had 12 National Accounting Machines in operation for Your business, too, 
over two years,"’ writes David Knopping, treasurer of Supe: he time 
Market Distributors, Inc., “And they've been a tremendous of a National System. Ne 
help in all phases of our operation; because they save us time, for ; 
money, and the embarrassment of making costly errors in 
vayroll, accounts receivable and client billing Wes j ‘ 4 
: “It’s important to mention, too, that with installation of a a Parry Beare. Fe 


and money-sav 


ngs, then continue to ret 


. 1 ‘ > : ntormation, call your nearb 
National Accounting System, we now can have an accurate anal- coors tpliaacon 


ysis of sales within a short time. We know quickly which de- representative today 
partments are profitable and which are not. Of course, having the yellow pages of 
such valuable information at our fingertips allows us to concen- phone book. 
trate our sales effort in the right places...and with greater profit 

“I’m pleased to report that even with , 
all this valuable accounting service that 
we get from our Nationa! Accounting f 
System the cost is much less than 4a a 
before. In fact our National System 
saves us $41,000 a year...returns 67% Treasurer, Super 


Z 
ss 


themselves quickly thro 


can benefit from 


1g features 


oOnagis pay 


gh sav 


Qa regu 


complete 


y Nationa 


sted 


*TRADE MARK REG. U.S. PAT. C 


annually on our investment!” Market Distributors, Inc ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio wer paper (NO Carton RequiztD) 


1039 OFFICES IN 121 COUNTRIES ® HELPING BUSINESS SAVE MONEY 


For More Information Circle No. 208 
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FAST LOW COST 
ADDRESSING 


Envelopes, Circulars, 
Postcards, Etc. 
Faster than 7 Typists 


Model 99 


NO RIBBONS 
NO INK 


ONLY 


$99.50 


plus 
federal exc. 
tax 


° ° 
Automatic Drive’ 

moves envelopes into 
position automatically 
Prints from paper address slips 
prepared on your typewriter — or 
written with a ball point pen 

. Low initial cost —simple to install 

— low operating cost 

_ Address card has ample area for 
keeping records. Use it for record 
information as well as address in- 
formation, if you wish 


FULLY WARRANTED 
For more information and dealer 
name write 


MASTER ADDRESSER COMPANY 


6500-0 West Lake Street Minnearolis 26, Minn. 


printing 





For More Information Circle No. 348 


td ‘| po) ec 5 
mr Fe t S\5 


ra 


MAP CARRYING CASE 
safe ... strong 
to carry or mail confidential rolled 
Made of 16 ga 


ALUMINUM 


maps, prints, plans, etc 
aluminum alloy with 
hasp for lock. 36 , 42 
lengths made to order. MAIL ORDER TODAY 

SCOTT-RICE CO — 610 S. Main, Tulsa 19, Okla 


For More Information Circle No. 346 


comfort grip’ and steel 


and 60 lengths other 


162 


vited by this firm which maintains a com- 
plete art department. For sample forms 
to show quality of work, Circle No. 113. 


STENO NOTEBOOK 


National Blank Book Co., Dept. 810, 
Holyoke, Mass., makes a 20/20 Buff 500 
stenographer’s notebook, companion to its 
Eye-Ease green 500. The 20/20 Buff note- 
book, No. 36-501, has rust and buff cover, 


and shows 500 of the words most com 
monly misspelled in the office. It contains 
80 leaves of 20/20 Buff opaque paper, 
green ruled with a brown center line, and 
it is tumbler (coiled wire) bound. For 


More Information Circle No. 134. 


HEATED FLOOR MAT 


Interstate Rubber Products Corp., Dept. 
R2, 908 Avila St., Los Angeles 12, Calif., 
announces an improved’ Electro - Mat 


oe 
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PB scales help you 
offset higher postal rates! 


Your postage costs have gone up from 3¢ to 4¢ an ounce for first 
class letter mail, from 6¢ to 7¢ for airmail. (That makes 
it 64¢ a pound for regular letters, $1.12 for airmail!) 
Since August Ist, when the new rates took effect, 
a precision mailing scale has been more of a must in 
your office than ever! Overpaid letters will cause even 
heavier hidden postage losses; underpaid letters cause 
‘Postage Dues,” cost you good will! 
Pitney-Bowes’ mailing scales are fast-acting, accurate 
and dependable, with widely spaced chart markings that 
can be read correct/y at a glance. 
There are models for every office, large or 
small, including a parcel post scale of 70 Ib. 
capacity. 
Ask the nearest PB office to demonstrate, 
or send coupon for free illustrated booklet. 
FREE: Handy desk or wall chart of latest Postal 
Rates, with parcel post map and zone finder. 2h | :, : : Model S-5it 


i ‘ 
ail-Purpose 


scale. 


PitNeY-Bowes, INc., 3498 Walnut St., Stamford, Conn. 
Originator of the postage meter... offices in 107 cities in U.S. and Canada. 


PITNEY-BowEsS Mailing Scales 
-----------~ 


PITNEY-Bowes, INC. 
3498 Walnut St., Stamford, Conn. 


the small office 
has convenient | Name 
postage computer. 


| 

s rr -— | 

Model 4900 for | Send free booklet (J rate chart [ i 
l 

l 


Se AAT TE 


For More Information Circle No. 212. 





BUSINESS COURSE 


ELECTRONIC COMPUTERS 
ARE HERE 


Learn to apply them 

Electronic Computers require new 
systems and procedures. 

Electronic Computers require a new 
look at established practices. 
Electronic Computers require trained 
personnel at all levels. 

Electronic Computer programming and 
applications can be studied on the job 
or at home with a 

HOME STUDY COURSE 

designed for 

inexperienced people, developed by 
Business Computer Experts. 


A practical Workshop Approach. 
Write for Free Brochures: 


BUSINESS ELECTRONICS 
INC. 


Computer Dept 


420 MARKET STREET 
SAN FRANCISCO, CALIF, 


Member National Home Study Council 
For More Information Circle No. 364 


HIGHEST 
QUALITY 


\ 


PRODUCTS 


CASHERE CORPORATION 


Successor to International Cash Register & Parts Ce. 


207 E. Evergreen Ave., Mt. Prospect, Ill 
For More Information Circle No. 363 
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portable foot warmer which provides a 
safe amount of heat sufficient to keep feet 
warm, counteracting drafts and _ cold 
floors. Designed for use in offices and 
production areas, this electrically heated, 
all neoprene rubber mat should cut ab- 
senteeism due to backaches and 
muscle soreness. The -mat is 14” x21’ 
and can be from one 
location to another. It 
small amount of space for storage when 
not in use. It requires less electric power 
than a 100-watt light bulb, operates on 
either AC or DC and retails at $7.95 in- 
For More Infor- 


colds, 


transferred easily 
requires only a 


cluding shipping costs 
mation Circle No. 153. 


WASTEPAPER BALER 


Firewel Co., 3685 Broadway, Buffalo 
25, N. Y., makes an automatic power 
baler which is small and compact. It is 
of all welded steel construction and mod- 
ern in appearance, finished in baked green 
enamel. Its operation is noiseless because 


of its quiet operating motor speed reducer 


This baler plugs into any electric outlet 
and it produces a 28” x17" x34” bale 
weighing from 175 to 250 Ibs. depending 
on material baled. Floorspace necessary 
is only 21” x 54” inches and overall height 
is 68”. Shipping weight, 750 lbs. For 
More Information Circle No. 159. 
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NEW! 


copies in 
4 seconds 


here’s the speed you need to save 
more time and money 


It’s all-new... and still the world’s Machine gives you copies in 4 fast 
only dry process, All-Electric copy seconds... for as little as 5¢ per copy. 
method. This restyled, improved You use no chemicals, no negatives, 
THERMO-FAX “‘Secretary’’Copying as in slower, more expensive copy 
methods. You make copies the sim- 
plest, easiest way yet .. . by electric- 
ity alone! Find out about the dollars- 


Thermo-Fax and-cents savings you can make, by 
Stand 


t | sending the coupon below. 
COPYING PRODUCTS 


“Thermo-Fax" and “‘Secretary”’ are 
3M Company trademarks 


PFeeereweweeeeeeereeeeereeeeeeeeeeeeereeeeeeee 


3M Company, Dept. ES-128, st. Paul 6, Minn. 
dend full details on the all-new THERMO-FAX “Secretary” Copying Machine. 


Name 





Company 





Address 





M 
v 
‘4 
<< 
S®eesveeeeeeee 





City Zone — 


“& 
Minnesota IMinine ano (QANuraActurinG COMPANY ED 


*S3 9 <e— 


eeereeeeesreeeeee ee « WHERE RESEARCH IS THE KEY TO TOMORROW «err errr eerereees 
For More Information Circle No, 253 


\e 
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COLOR PENCIL 


Listo Pencil Corp., Alameda, Calif., an- 
nounces the King Check extra heavy color 
lead pencil for paperwork that requires 
bold, easily read writing. The pencil is 
designed for heavy duty use in offices, 
warehouses, restaurants, drive-ins, banks, 





KING VCHECK 


newspapers and schools. Lead refills are 
made in red, blue, green and black. For 
More Information Circle No. 120. 


OFFICE GLOVES 

Carl H. Biggs Co., 2255 Barry Ave., Los 
Angeles 64, Calif., offers Handgards which 
are disposable gloves of lightweight poly 
ethylene film made 

in three sizes to fit 

most any person 

One or two Hand 

gards can be used 

for such office tasks 

as changing type 

writer ribbons, 

cleaning  duplica- 

tors, copying ma 


... praising his new Bentson modular desk! 


He gets so much more work done, easier, that 
he’s ordering Bentsons for everybody! I think 


it’s the best office furniture made. Tailored to 
the job and space and so smart looking. Why 


don’t you tell your boss to see a Bentson 


dealer 


—or write for colorful literature. 


BENTSON MANUFACTURING CO. 


663 Highland Avenue 


Hand 
are resistant 
to acids and alkalis 
and provide greate! 
fingertip sensitivity 
than ot 
heavier material 
Sizes are small for 
glove size 5-7; me- 
dium for 7-9; large 
for 9-11. Retail at 
98c a doz. For 
More Information 
Circle No. 115. 


chines, etc 


gards 


gloves 


e Aurora, Illinois 


For More Information Circle No. 369 
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this book 

can 
revolutionize... 
and economize 
your daily 
office 
procedures! 


Just published by 

Diebold, Inc., this 

authoritative manual 

contains the complete 

transcript of the first 

symposium ever held on 

the use of Procedural Microfilming 
as an everyday office tool in 
Clerical Cost Control. 


The symposium, held at the 


Park Lane Hotel in New York City, 

under the chairmanship of Jerome W. Harris, 
Publisher and Editor of Management Methods 
Magazine, was sponsored by Diebold 

and covered such subjects as: 


¢ Motorized 
reduction of clerical elimination of 
operations descriptive billing + Portable 
protection against bad e Lowest Cost 
checks e uses in budget 
protection of accounting 
shareholders records 
speeding tax reports 
increasing inter-city 
banking services uses in field audits 
uses of procedural i ; 
microfilming in market savings in the 
research educational field, etc. FLOFILM 9600—tirst 
microfilm camera 
specifically designed 
For your tree copy of “Procedural Microfilming™ clip the for “Procedural Microfilming.” 
coupon to your business letterhead and mail today. Addi- e 
tionc] copies are available at $1.00 per copy. ’ 
’ 
‘ 


savings in credit 
operations 


SSCS SSS SS SS SSS SH SSE SSHSEEHEEE TESTES, 


DIEBOLD, INC. Dept. | 24 


Flofilm Division 


= Norwalk, Conn 
Please send copy of “Procedural Microfilming” to 
a, 


INCORPORATE ODO cae 
Flofilm Division ¢ Norwalk, Conn 
Sales and Service Offices in All Principal Cities 


Address Scientia 


Cy... . Zone State 


Sevecocececescocscccosessesesesesessce 
For More Information Circle No, 223 
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MANUAL EFFOE 


Teletype units increase work output 


Reduced manual effort . . . instantane- 
ous “delivery”’ service . . . automatic 
editing. These are some of the step- 
savers Teletype equipment brings—to 
enable you to handle more work, with- 
out additional workers. 

Example—less manual input. All per- 
manent information about customers, 
vendors, products—can be stored in 
Teletype punched tape. This saves end- 
less hours of repetitive typing and 
checking—gives a bonus of improved 
accuracy. Only variable data (quantity, 
delivery date, price, etc.) need be man- 
ually typed—the tape does the rest. 
Example—instantaneous “‘delivery.”’ As 
your sales office prepares copies of an 
order for its own use, Teletype equip- 
ment can “‘deliver’”’ the order to appro- 
priate plants and departments— 
instantaneously, without extra work. 
And there’s no need to wait for confir- 
mations—with printed communications. 
Example—automatic editing. ‘Robot 


brain”’ facilities enable you to edit 
information being sent to various re- 
ceiving points. For instance, when 
Purchasing sends order information to 
Tabulating and Receiving Depart- 
ments—the “robot brain’? can omit 
prices from the Receiving Department 
copy, automatically. 

And now the newest Teletype unit, 
the Model 28 ASR set, brings you even 
greater efficiency—with typing, tape 
punching, tape receiving and transmis- 
sion facilities in a single, compact con- 
sole. Write for free descriptive booklet 
today: Teletype Corporation, Dept. 
30-M, 4100 Fullerton Avenue, Chicago 
39, Illinois. 


TELETYPE 


CORPORATION 


ny or Western Electric Company inc 


For More Information Circle No. 255 





OFFICE PRINTING PAPERS 

Bergstrom Paper Co., Neenah, Wis., of- 
fers a sample book of Odin mimeo finish, 
smooth finish and bond finish papers for 
use on any type of office printing equip- 
ment. Odin papers are outstanding for 
brightness, surface uniformity, opacity 
and printability, and sized for pen and 
ink. They are manufactured with the same 
skill and care that have made Bergstrom’s 
Ibsen book papers respected the world 
over 1904. Quality control is ex- 
ercised at every step of manufacture and 
finishing. Odin papers are available in 
mimeo, smooth and bond finish in white 
in 16 Ib. and 20 Ib., and six pastel colors 
in 20 lb. For the sample book, Circle 
No. 161. 


since 


OFFICE ACCESSORIES 

Delta Products Div., Air Accessories, 
Inc., 1400 Henderson, Fort Worth, Texas, 
offers their 16-page illustrated 1959 cata- 
log of office including trans- 
parent Floor Show chair mats and Show 
Off desk tops, desk drawer wastebaskets, 
convenience trays, letter trays and other 
items. For the catalog, Circle No. 164. 


accessories 


MACHINE SOUND CONTROL 


Gates Acoustinet Co., 512 
Standard Bldg., Buffalo N. Y., offers 
an illustrated brochure showing many 
different models of Acoustinets for a wide 
variety of office machines. The folder de- 
scribes how Acoustinets are constructed 
and how they increase working efficiency 
of personnel who would otherwise be dis- 
turbed by machine noise. Acoustinets are 
made for Teletypes, Flexowriters, Grapho- 
types, key punches, accounting machines, 
etc. Brochure is free from above address. 


American 
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BUSINESS LETTERS 


American Automatic Typewriter Co., 
2323 N. Pulaski Road, Chicago 39, Iil., 
has published a 68-page booklet contain 


60 


Best 


) * , 
Business 


Letters 





'o= 


ing 60 Best Business Letters. The letters 
are carefully selected examples of tested 
business letters which have proved to be 
effective. For the booklet, Circle No. 162. 


ELECTRONIC FILE COMPUTER 


Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N. Y., offers a folder, entitled, “The New 
Concept in Modern Data 
This is a quick summary of the 
nents and values of the 
Computer System, Model 1, 
a description in non-technical terms of 
the instantaneous random feature 
as it applies to typical business applications 
including inventory control, sales analysis, 
billing, payroll, cost control, 
tribution, production control and other 
data processing. The folder enumerates 
specific storage (internal memory) capaci- 
ties, and gives the average rates of speed 


Remington 


Processing.” 
compo- 
Univac File- 
and contains 


access 


labor dis- 
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EASILY WITH 


Roll Labels 


NO. 60—Easy Starting slit and accurate perforations assure 
quick, clean tear—reduces spoilage—eliminates retyping 
—saves time. Deeply scored for speedy, uniform folding. 
Heavily gummed for easier application. Available in white, 
blue, manila, green, cherry, canary, buff, salmon and gold 
enrod. Free-Feeding typewriter carriage box of 250 labels, 


each 1%6" x 3%" 45< 


Fanfolid Labels 
NO. 50—SAME SUPERIOR QUALITY as EUREKA’'S Roll 


Labels, but packed in Fan Fold box for typewriter use. Avail 
able in white, blue, buff, canary, cherry, goldenrod, green 
and salmon. Box of 500 labels, each 1 4g" x 334” 75¢ 


AT YOUR FAVORITE STATIONER 


Acctga EUREKA SPECIALTY PRINTING COMPANY 
EUREKA 
Dept. 21-Scranton, Pa. 


For More Information Circle No. 220 
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in the performance of each arithmetical 
process. Addition and _ subtraction, for 
example, are given as 66,000 per minute. 
Speeds for multiplication, division, and 
alpha-numerical comparison are also listed. 
Use of the system, either for on-line or 
off-line, is described with specifics of 
speeds, capacities and operational facts 
covering the inquiry unit, magnetic tape 
units, the sensing-punching units and the 
high speed printer. For the folder, Circle 
No. 168. 


BOOKLET MAILING WEIGHTS 

Ecusta Paper, Pisgah Forest, N. C., of 
fers a chart for the simple computation 
of the mailing weights of booklets and 
envelopes to simplify planning and to keep 
postal rates down following the recent in- 
creases of from 50% to 60% in first and 
third class mail. The chart covers book- 
let sizes from 3” x 6” to 9” x 12” of from 
12 to 96 pages. Ecusta Paper, part of the 


with @ specia 


Packaging Division of Olin Mathieson 
Chemical Corp., manufactures and _ sells 
lightweight papers for Bibles, text books, 


TAGLE OF BOOKLET MAILING WEIGHTS 


| 
| 
| Inetuding Cover ane Envetope 
| 
} 
| 
| 





advertising inserts, direct mail advertising 
and catalogs. It also makes cigarette pa- 
per. For the free chart, Circle No. 170. 


2638461946284 
5453417463926 
627 186529816} 
1382 Sy rs: 


There th no COM PLAttLON 


* 
with Ldiehl_ 


DIEHL RECHENMASCHINENFABRIK 


NURNBERG 


STEPHANSTRASSE 49 


For More Information Circle No. 365 
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/ time 
= RECORDER- 
TOTALIZER 


=i continuously 
: measures and records 
® machine utilization 


. 
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Is your expensive machinery or 
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co spent 


equipment fully utilized? 

“TR-T” gives you the answer! 

TR-T records on-off time of any 
machine to which it is electrically 
Stylus marks (on a con- 
tinuous, time-printed tape) exactly 
when that machine started, how long 


en tod 
onnected 





it ran, when it stopped. 


Actual productive time is totalled 
on a direct-reading register. 

Access window enables employee 
to note on tape reason for down- 
time. Tapes run continuously for four 
months. Stylus uses no ink. 

TR-T tells you when anything hap- 
pened, how long it lasted. 

TR-T data-on-tape is an accurate 
basis for cost analysis in plant or of- 
fice. Ideal for time study, production 





650-0. 6 30" OF: 0's 


tock Om) ee 
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oe <' } Howe 
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fone 
200 0 60'S 


comparison, pinpointing bottlenecks, 
preventive maintenance and hundreds 
of other applic 
Price of standard model is $65. For 
details, write for Brochure. OR-12 


INSTRUMENT CORPORATION 
657 BROADWAY, NEW YORK 12, N. Y. 


atinne 
ations 











CHART & LAYOUT MATERIALS 


Chart-Pak, 13-43 River Road, 
Mass., over 435  pressure- 
sensitive tapes of many sizes, colors and 
patterns for making graphs, charts, lay- 
outs, printed circuit drawings, map over- 
lays, and other presentations, in 


Inc., 


Leeds, shows 


slides, 


Creu 


their Made 
step directions 
plant 
ganization and flow charts 


Visualization 


32-page booklet 
Easier.” It includes step-by 


for making office and layouts, or 
Also described 
Chart-Pak Tape 
aids for the chartmaker, 


including ad 


are plastic grid sheets, 
Pens and other 
layout man, or engineer, 
hesive-backed pictographs 
and 


newspapel 


office furniture 
data 


and 


templates, work flow 
and 


There 


processing 
symbols, advertising 
borders facsimiles of 


and 


are opaque 
transparent 


by diazo or othe1 


tapes, for reproduction 


Among the 


processes 


Coat and Hat Rack 


Mirror-like Chrome 
i” tubular steel 


36” Double 

Shelf $14.95 
Sinale-Double-Trin' Sho'ves 
Wall & Floor Models 2’ to 6’ 
immediate Delivery F.0.B. 


BEVCOQ-Precision Mfg. Co. 83! Chicago Ave 


Evanston, Ill 


For More Information Circle No, 347 
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items listed are transparent colored tapes 
and tapes as narrow as 1/64”. For the 
booklet, Circle No. 165. 


MANIFOLD PAPER 
Fletcher Paper Co., 20 N. Wacker 
Drive, Chicago 6, Ill., offers brochure 
illustrating the practical uses of Fletcher 
Manifold, an opaque 9 lb. watermarked 
sheet for offset or letterpress printing. 


Produced by offset process in two colors, 
the brochure provides a_ self-demonstra- 
non-curl press perform- 


tion of smooth, 





ww, * LEDGER SHEETS 











Pen ruled and empea both 
sides on 28 lb. White (25% 
rag) Ledger. 


® COLUMNAR SHEETS 








Pen ruled and apernn both 
sides. Single & Double Page 
Forms. Numbered lines. 


® COLUMNAR PADS 


FREE 


Catalog 
& 

Price 
List. 


Write 
Today! 


On #16 Buff Sulphite. Also 
available for ring binders. 


THE NATIONAL MANIFOLDING CO. 


521 BROWN STREET, DAYTON 2, OHIO 


























For More Information Circle No. 337 


THe Orrice—December, 1958 


Eliminate 
Plate Storage 
Problems! 








slit sandiba 
FILEXO. MATIC 


FILE-O-MATIC Cabinets make 
plate storing and plate finding 
a breeze! Specially designed 
cabinets are fitted with cross-bars 
and anodized hangers, from which 
plates and films are hung vertically 
— dust-free and distortion-free! 
Special filing cards attached to 
tops of plates and films do double- 
duty as hanger attachments and 
complete records. Cabinets inter- 
lock vertically; can be tailored, 
space-wise, to your particular shop 
or office needs. For further de- 
tails, write for Bulletin 700 TO- 
DAY! 


<QP> company, inc. 
824 S. Western Ave. 
Chicago 12, Illinois 


EASTERN SALES AND SERVICE: 
215 Fourth Avenue, New York, N. Y. 


‘OUR ER RMI 
For More Informatin Circleo No. 338 
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Substantially Reduces 
NOISE 


of Keyboard Graphoty pes 


SOUNTROL Noise Reducing Hoods, the re- 
sult of many years’ research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 
curacy. Your Graphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved. SOUNTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 











Easier 


... they eliminate 

guesswork in selecting help 
At last ... brief, easy to administer and 
grade aptitude tests for small or me- 
dium businesses. Perfected by nation- 
ally known psychologists ... assure ac- 
curate, scientific employee selection 
reduce costly job-training. Introductory 
set of 8 classifications—$10.00, postpaid 
—MONEY BACK GUARANTEE. 
Send trial order now or write for FREE literature. 


APTITEST 31 South Carpenter Ave 








For More Information Circle No. 378 


add-0O-mount 
folding 
tray 


There is something 
VEU ider the sun in 
Otice Trays! Beautiful 
plastic desk travs that 


U.S. Pat. Pending 
fold compactly 


ADDS 


Accessibility, Space 


Security, Privacy, 
adds 100° to 200°% for 
overnight storage. For 
letters and office papers 

Write for new literature on add-O- 

mount folding trays and also machine 

desk stands and the amazing Grip-or 

Slide pads 


DEALERS AND 
DISTRIBUTORS 
INQUIRIES INVITED 


Manufactured by 


HUTTON BUSINESS SERVICE 
Box 66, Highland, California 








For More Information Circle No. 379 
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Indiana, Pa 
For More Information Circle No. 380 


You Can Find 
New Office Space 
With 3 D Planomatic 


M & M INDUSTRIES 


P. O. Box 91 South Milwaukee, Wis. 
For More Information Circle No, 381 
Ti 
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ance and line, type and fine screen half- 
tone printability, plus machine folding 
qualities. The practicability for business 
and advertising uses and office forms is 
demonstrated. The light weight of 
Fietcher Manifold makes a favorable dif- 
ference in postage costs and in the amount 
of filing space required. The manufacturer 
recommends it for direct mail, brochures, 


also 


knowledge of short and long-term com- 
mitments; current net position accurately 
known, with excellent budget control pos- 
sible; flexibility to individual needs. Auto- 
matic proof of balances feature of 
the: plan. The accounts payable plan re- 
ports the amount of obligations, to whom 
it is owed and for what it is owed. For 
the brochure, Circle No. 167. 


IS a 


envelope enclosures, air mail correspond- 
price books, requisitions, 
forms, sales letters, salesbooks and memo 
the brochure, Circle No. 160. 


enee, INVOICES, 


BIN INVENTORY SYSTEM 


Corp., 50 Aleppo St., 
Providence 9, R. IL., offers a folder describ- 
ing Cowan Boyden Plastic Card 
that are used in bin systems for 

control. Holders standard 
punched inventory cards. The folder illus- 
trates a card rack installation for inventory 
control, and how the bin inventory con- 
trol system works by minimizing delays 
in billing. It contains a description of the 
types of card holders, clips for metal and 
wooden shelving, and methods of attach 
ing holders and assembling them in series 
this folder, Circle No. 163. 


Cowan Boyden 
sheets. For 
Holders 
ACCOUNTS PAYABLE SYSTEM inventor\ 

Royal McBee Corp., Port Chester, 
N. Y., has issued a brochure on its plan 
for accounts payable, 
Poster. The brochure describes 
how all accounts payable records are pre- 
pared at writing, with expense 
tribution as a by-product. Advantages of 
the system are: pinpoint control of 
finances with maximum opportunity for 
management decisions; good 


accommodate 


using the General 


Kecords 


one dis- 


advance For 


The Quik-Stripper 


TAKES PLATES AND CARDS OUT OF 
ADDRESSOGRAPH FRAMES! 


table-top of Quik-Stripper. 
Jown chute into waste basket. Im 


Slide frame over opening in 
Plates and cards fall out, slide 
possible to get grime in hands or ruin fingernails. Work from back 
of frame. Fingers never touch inked plate. Pays for 
time saved. Models for all frames. Trouble 
service problems. Send for giving details and prices. 
Specify style of frame to be stripped or send sample. Write Ad- 
dressing Machine Co. of Calif., 667 Mission St., San Francisco 5 
YUkon 2-2130. Quick-Strippers sold on 5-day approval. 
For More Information Circle No. 376 


ONE-TIME Carbon Forms 


Increase Efficiency, Reduce Costs 

Sold through our Dealers only. . . 
— DEALERS: Liberal Discounts — Delivery you can depend 
——~ on. All forms carry YOUR imprint. No inventory, equip- 
ment, shipping or warehouse costs. Write TODAY to 
New Dealer, Dept. 1,.1600 E. 26th St., Little Rock, Ark. 


itself because of 
styles of free. No 


circular 











,©@ 8@ a ¥ & ® 


1600 €. 26TH STREET LITTLE ROCK, ARKANSAS 
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ARMA Elects Shaw 


H. W. (Fred) 
Shaw, administrator 
of Kaiser Steel Cor- 
poration’s records 
control program, 
was elected president 
of American Rec- 
Management 
the annual 

convention in New 
: York. Other newly 

H. W. Shaw elected officers are 
Ida Welch, Allen-Bradley Co., Milwaukee, 
Ist vice president; Thomas E. Henzey, 
Cleveland Electric Illuminating Co., 2nd 
president; William Benedon, Lock- 
heed Ajrcraft Corp., Burbank, Calif., 
treasurer. The 1959 convention will be 
held in San Francisco next October. 


ords 
Assn. at 


vice 


Data Retrieval System 

The Kodak Minicard 
high speed information handling system, 
was shown publicly for the first time at 
the International Conference on Scientific 


system, an ultra 


Information in Washington, D. C., last 
month as part of the Recordak Corp. 
exhibit. The Minicard System records 
documents, pictures or other data photo- 
graphically on pieces of film about the size 
of a postage stamp. Any desired informa- 
tion can be retrieved by searching the film 
records automatically at speeds up to 1000 
a minute. The first complete Minicard 
system is used by the Air Force in the 
Pentagon. Up to 12 legal size documents 
or other information with their identifying 
code symbols are contained on each Mini- 
card film record at a reduction of 60 to 1. 
The film can be examined at full size on a 
reader. Duplicates of film records or full- 


176 


size paper prints can be made. auto 
matically. Magnavox Corp. cooperated 
with Kodak in the development and con 
struction of some components of the 
system which combines advantages of 
microfilm, punched cards and digital com- 
puting techniques 


College Computer Courses 

The electronic computer is becoming a 
fixture in collegiate undergraduate curricu 
lums, according to Philip M. Zenner, 
president, Royal McBee Corp., whose com 
pany’s LGP-30 is now in use in more than 
a dozen universities. The 
trend has become possible, he said, through 
the development of compact, 
computers which almost any 
size can afford. These machines require no 
special laboratories or installation. At Ohio 
University, the faculty inadvert- 
ently scheduled a session to introduce their 
LGP-30 computer at the same time a 
basketball game was to be played with 
Ohio’s traditional rival. Although the com- 
puter presentation was held in a classroom 
next to the field house, more than 100 
students turned up for the computer show. 
A professor at Lehigh University said that 
“effective and efficient data processing is 
the price every business will have to pay 
for its very existence in the next quarter- 
century; we must turn out men who have 
a thorough understanding of it.” 


colleges and 


low-cost 


schools of 


science 


Acknowledgement 

Arthur E. Fain, author of the article, 
“Time Measurement Provides Supervisory 
Control Standards,” in the September 1958 
issue of THE OFFICE, wishes to acknowl- 
edge the training in the field of Clerical 
work measurement he received from Paul 
B. Mulligan & Co., Inc., New York, N. Y. 
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This amazing automatic calculator 
—the Marchant Deci-Magic 


.is the calculator anyone can learn to use, in 
minutes! You'll notice the benefits right away — 
less learning time... and the happiest calculator 
operators you've ever had! 


Only the Deci-Magic makes figurework this easy! 
You just ‘‘write” the problem in the keyboard as 
you would on paper. Then the Deci+ Magic takes 
over with completely automatic clearance, dial 
positioning and carriage shifting, and delivers 
your answer with the decimal point in the right 
place, automatically! Anyone can do it! See for 
yourself. Call any Marchant office. Or write, on 
your business letterhead, for full information. 


MARCHANT CALCULATORS 


Division of SMITH-CORONA MARCHANT INC. 
CAKLAND 8, CALIFORNIA 


en e-es “eo 
VVC OCEVOGL”O 26 
eeooc Cw oeCOO 
eovevoeeeuns 


Modern Management 
Counts on Marchant 


For More Information Circle No. 233 
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NEW ADJUSTABLE XEROGRAPHIC 


HEAD 


Makes the KENRO camera more useful than ever! 


If you reproduce by xerographic methods 
or are planning to in the future, you can 
now count on the Kenro camera for 
making these exposures in addition to 
making regular line and halftone offset 
negatives. This gives you a complete 
camera department at very low cost. 

The new xerographic head gives you 
advantages not available with adapters on 
other cameras. Foremost is adjustability 
which »ermits uniform gripper margins 





KENRO 


“Vertical 18” 
Camera 








on the plate regardless of the reduction 
or enlargement. The Kenro head has its 
own ground glass for checking this adjust- 
ment. It is designed to take the standard 
xerographic plate used with 10” X 15” 
presses. The plate drops rapidly into place 
thus speeding up the entire exposure 
operation. 

The xerographic head is furnished as an 
extra accessory for the Kenro “Vertical 
18” Camera or as an alternate for the 
standard film head. 


The standard Kenro camera enlarges to 
3X, reduces to 4% with Goerz lens, takes 
film to 14” X 18”, is very precise, com- 
pact, rapid, easy to use. 

Write for complete information on this 
new head and on the Kenro “Vertical 18”’ 
Camera, too. 


KENRO GRAPHICS, INC. 25 Commerce Street 


Dept. F-12, Chatham, New Jersey 


For More Information Circle No. 242 





Social Security to Rise 
Beginning Jan. 1, employees will pay 
2% for Social Security on wages up 
to $4800 a year. Employers match these 
tax amounts. Many thousands more will 
now be eligible for various social security 
payments. About 12 million persons now 
receive Social Security benefits 
month. These benefits will 
1959. The amounts will be re- 
flected in early in Feb- 
ruary 


v1 


each 
increase In 
larger 
checks delivered 


Watch Your Cash This Month 


This is the peak season for thieves, ac- 
cording to John Mosler, executive 
president of Mosler Safe Co. It doesn’t 
take a master criminal to Know there 1s 
lots of cash on hand at this time of year 
To prevent a crook from taking you 

1. Keep as little cash as possible in your 
Transfer surplus to 
safe as often as possible. 

2. Use your bank’s night depository so 
you won't have a lot of cash on the prem- 
ises overnight. 

3. Vary the time of your trips to the 
bank. Never adhere to a set pattern 

4. Keep “bait money” of which you 
have recorded the serial numbers. In case 
of a hold-up, hand over the bait money. 
This will enable police to get a line on 
the thief when he passes his loot 

5. Protect cash on the premises with a 
burglar-proof Experienced 
know that they can’t open it 
in a prominent spot with a 
ing nearby. 

6. Never 
night. 

For additional holdup protection, Mr. 
Mosler recommends equipping a safe with 


vice 


cash _ register. your 


crooks 
Keep safe 
light burn- 


safe. 


take cash home with you at 


a delayed action timelock so it won’t open 
for a set period (usually 15 minutes) even 
with the correct combination. Most stick- 
up men are in a hurry and won't wait 


until the clock runs down 


People Are Key to Cost Control 


Charles M 
administration, 


Skade, senior vice president 
Fuller & Smith & 


Ross, 
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said at the American Management Assn 
Office Management Conference that, in 
spite of today’s tightening cost reduction 
programs, many firms are losing the battle 
with mounting personnel and office over- 
head expenses. While amount 
to 50% to 75% of the 


erating 


salaries 
iverage office’s op 
outmoded and 
communication and 


cost, inadequate 
organization methods 
are increasing costs. Mr. Skade pointed 
out that harnessing of individual motiva- 
tion, encouragement of initiative, 
munications that enable 
know what is expected of them, are in- 
tegral parts of any profit improvement 
program. “The real problem of the ex- 
ecutive,” he spring from 
equipment it from the idiosyn 
cracies of people. To achieve outstanding 
results, every employee must feel that he 
is both an individual and a 

your organization.” 


and com- 
employees to 


said, “does not 


stems 


When Standard Register Co. held open 
house at its new Fayetteville, Ark., plant 
a room was set aside for the children of 
guests. The youngsters amused themselves 
playing with continuous forms. 





ADDING MACHINE PARTS 


Serving Dealers for 30 Years 
Send $1.00 for our Catalo. 


HTT coast tHTTTTE 
l. A. DEHN, JR. 


“The Pioneer Adding Machine Parts Man” 
ADDING MACHINE PARTS EXCLUSIVELY 
P.O. Box 6144, Elmhurst Station 
Oakland 3, Calif. 
__For More Information Circle No. 306 





‘ OFFICE KNIFE 


#119 

$1.00 

Also penholders, lead holder: 

carton openers, marking pencils. At pro- 

gressive dealers everywhere. Write today for 
free illustrated catalog! 


GRIFFIN MANUFACTURING CO, 


LYNDHURST ST. ROCHESTER, NEW YORK 





__For More Information Circle No. 371 


VPN Ven dt) 13 tae) 2 DURALUMINUM. 


HOLDERS wi 


MANY 
STYLES 


MFG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 
For More Information Circle No. 372 


GENUINE ENGRAVED 
Lars HTIEADS 


FOR 


~~ 1000 





fsa BUSINESS CARDS MANUSCRIPT 


COVERS 
$3% 150 











ATL FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5, ALABAMA 


For More Information Circle No. 373 
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The Office ‘“‘Wolf”’ 


ahead of her. has come to us with this 
big problem 


when the girl likes her job or needs a 


It is much more difficult 


particular job very much 
“The solution 


we have that few 


lies in the knowledge 
men in business are 
invulnerable. No man ever becomes 
so insulated that nothing can penetrate 
adversely The 


affect him 


find this 


to him or 
trick is to 
finding it, to 


weak spot and, 


move to it without loss 
of time 

“For example, we 
with an errant boss problem, 
to the 


to bring in mention of chil- 


advised one of our 


clients, 


to stress his wife boss as often 


as possible, 
dren and grandchildren, perhaps. In 
short, 


lationship as much as possible with the 


to attempt to generalize her re- 


boss and, in this way, perhaps, seek 


tightening, 
around her. We 


to escape the sordid net he 


was trying to fasten 


also advised our client, . point-blank 
that if this did not work, if she found 
the maneuvering too exhausting to sus- 
tain, the 


leave her job.” 


only other alternative was to 


Can any business afford office wolf 
casualties? Can it afford to gloss over 
them or only sporadically be con- 
cerned, when it is possible the problem 
gnaws at a root of office discontent o1 
even disorganization? 

“We agree it is serious and we de- 
plore that 


and do get into positions of 


unworthy individuals will 
command 
to peo- 


a spokesman for a 


where they can wreak damage 
ple and equity,” 
industrial association con 


that 


national 


ceded. “It is a problem awaits 
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full scrutiny and 


ment. 


solution by manage- 
But we must remember that any 
facet of the 
lem, no matter 


single management prob- 


how overbearing, is 
than the With 


to office have a 


never greater whole. 


reference wolves, we 
and 
It is the less seemly, 


facet that tends to be overlooked, 
we can see why. 
less austere side of 


haps. In the 


management, per- 


long run, however, we 


must face the problem. We 
that it 


obsolescence 


must ap- 


preciate involves costs just as 


and depreciation or, 
worse, lack of sales.” 

Speaking in a similar vein and more 
with the 


the president of a national 


conversant minutae of wolf 
situations, 
business investigation company 
that, while the is hardly 


of management problems, it is a 


agreed 
the sole 


per- 


wolf 


_ THERE IS NO OTHER WAY 


to store old 
OFFICE RECORDS 
for less than 

50¢ per cu. ft. 


shipped flat and stores flat.. 
up practically no room 


. takes 


pops open for use instantly...thanks to 
exclusive automatic folding action 


exceptional stacking strength...stack 
‘em to the ceiling without shelving 
double bottom cannot “fall through” 
easy to carry...even when full 
separate removable telescopic cover 


Write for details today 


THE PAIGE COMPANY 


114 East 32nd Street 


New York 16,N.Y. 


For More Information Circle No. 330 


floor 


ce 
AHOW - | 

> s : S => quality unporelieled in the industry. 
CHAIR s 


PRODUCTS 


1400 Henderson 


PLEXIGLAS 


Quality Lorn of 


ad ’ 
Crxperience 


Da a 
large extent, by experience. Floor 
Show, the original Plexiglas Chair 
Mat, gives you and your customers 
the assurance of more than 3 
years of use by satisfied customers. 
A record of experience ° 


Exclusive 
LeVel-Edge* 


Floor Show's double 
beveled edge’ lets 
the mat lie level 
with the carpet 
Chair rolls easily 
te Floor Show from 
the carpet 


Fort Werth, Texes ED 5-3214 
“Patent Pending 


For mere Information Circle No. 328 
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CONTINUOUS FORMS, inc. 


TEmple |!-9080 — 4490 Cass, Detroit, Mich. 


oO 72 nour 


Re) 
ZNA\f) SERVICE 
/ Y 

\ 

a 


@ Headings & Vertical Rules 


© CUSTOM FORMS 


@ Continuous Checks 


@ Full Body imprints 


e@ Crash Imprinting 

e@ Continuous Offset Mats 

e@ Silver Outs & Overprinting 
Representatives in Principal Cities 


For More Information Circle No. 285 


“SPLIT-SECOND” 


PAYROLL TAX COMPUTER 





PAYS FOR 
ITSELF IN 
30 DAYS 


Interchange- 
able drums 
permit change- 
ing charts for 
tax revisions. 
Used for any 
payroll sched- 
ule. Govern- 
ment approved 
ealeulations. 


OM CALCULER-D 


A twist of the fingers, and 


complete F.1.C.A. and 
Withholding Tax deduc- 
tions appear on a single 
line, right before your 
eyes. Cuts figuring time in 
half. Used by concerns em- 
ploying from 2 to 20,000. 
$15.70 postpaid. 


SOLD ON 30 DAY TRIAL GUARANTEE 


See your local stationer or write to: 


AYRES CORP e ** '°° 


WILMINGTON, CALIF. 
For More Information Circle No. 286 








EVER-SAFE Portable 
insulated LEDGER FILE 


No heavy lifting 
of filled trays. 





FIRE PROTECTION at point of use. 
Over-all height 28'/."", width 2234"', depth 
31"’. Inside Drawer width !8'/2"', height 13'/2"', 
depth 27". 

Write for complete information and prices 


MIDWESTERN MANUFACTURING CORP. 
Indianapolis 4, indiana 











For More Information Circle No. 283 


supply precision BRITISH made Parts and 
Tools direct to you ot LOWEST PRICES 





G2-25-15 





° 
\o 
I B3-84 


e PROMPT AND EFFICIENT SERVICE GUARANTEED 


cs 
eg C2-201L 


5 Sans 








Send for our ilmustroted Catalogue POST FREE 


TYPEWRITER SUNDRIES CO. LTD. 
140-148 BOROUGH HIGH ST., LONDON S.E. | 
For More Information Circle No. 284 





sistent canker. 

“I could go on for hours reciting 
tales of duplicity and woes spun out 
by the operation of office wolves. They 
have cost organizations tremendous 
sums and disrupted entire routines. It 
all adds up to one thing. You have to 
You 


must scotch the office wolf as soon as 


be on your toes in any business. 


he raises his head. This requires tech- 
niques: a technique for handling or for 
easing him out. Of course, when you 
have the boss trying his luck among the 
females, the very life of a business may 
balance. Someone, at 
point, must step in and take a hand. 
This can be with 


be in the some 


minimum 
disruption, provided the methods are 


achieved 


there and management has built up a 
itself 


over a period of stress. 


respect for which will carry it 


What is the single best method to 
handle most wolves? 

“I can only endorse methods which 
we have recommended in 
Plant a office. 
Preferably it should be a person trained 


most situa- 


tions. decoy in the 


in these matters. Set a trap and wait for 


it to spring. Once the evidence is in, 
management can do what it wants with 
it. 

“We this’, revealed the in- 
vestigative chief. “The heart of good 
management lies with good personnel 


know 


control. When management is weak, it 
is almost always reflected in a derelict 
staff, in wastrels, inefficient people, 
backsliders and quite persistently in that 
type of individual who has so 


his hands due to poor 


much 
time on man- 
agement that he can prey on co-work- 
ers, practicing frauds against them of 
all kinds.” 
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M-8200 
with the 
luaury lorge seot 


creates 


a great clerical posture chair 
This is the peerless clerical posture chair, a triumph 

of METAL-LUX design and craftsmanship. Incorpo- 

rates MILWAUKEE'S exceptional posture 

ed with an extra-large seat. Fea- 


advantages coup 


tures a virtually indestructible all-steel frame and 
base, stainless steel scuff plates, a superior spring 
unit seat, cushioned hinged back rest, tilting back 
support, and velvet-silent service. Unquestionably 
the finest clerical posture chair available in metal 


Write for the complete profit details cowering the 
METAL-LUX Model M-8200 Clerical Posture Chair 


MILWAUKEE METAL FURNITURE COMPANY 


101 N. Cempbell Ave., Chicege 12, Illinois 


For More information Circle No. 326 





OEMI Elects Fortune P. Ryan 


Fortune P 
executive 
Royal 


was 


Ryan, 
presi- 
dent, McBee 
Corp.., elected 
president of the Of- 
fice Equipment 
Manufacturers In 
stitute at the annual 
meeting in New 
York Mr. Ryan 
joined Royal Type- 
writer Co. in 1934 
as an apprentice in the service dept. OEMI 
vice presidents are Carl P. Ray, vice presi- 
dent in charge of the international divi 
sion of Underwood Corp., and Alfred J. 
Ball, Ist vice president, General Fireproof 
ing Co. W. F. Arnold, vice president in 
charge of public relations of Underwood 
Corp., is treasurer. Edward D. Taylor is 
administrative president, and G. | 
Meyer is secretary 


vice 


Fortune P. Ryan 


vice 


Simplex Buys IBM Time Div. 


Tr. J. Watson Jr., president of 
national Business Machines Corp., and ¢ 
G. Watkins, president of Simplex Time 
Recorder Co., announced that the domes- 
tic IBM Time Equipment Division has 
been acquired by Simplex. Products trans- 
ferred to Simplex include timeclocks, job 
recorders, master clock central 
control systems, fire alarm equipment and 
recorder door locks. Paul S. Wells, gen 
eral manager of the IBM division, joined 
Simplex as vice president in charge of 
sales. The IBM division’s sales force will 
be asked to join Simplex 


Inter- 


systems, 


184 


Johnson Joins RCA 


John | Johnson 
Was named manager 
of the marketing de- 
partment, 
Data Processing 
Div. of Radio Corp. 
of America, it 
announced by 

dore A 
eculive vice 
dent RCA 
trial Electronic 

Products. Mr. Johnson will be responsible 
for all matters 
RCA 

Before 


Electronic 


was 
Theo- 
Smith, ex 
presi 


Indus 


John E. Johnson 


sale of 


systems 


pertaining to the 

electronic data processing 
coming to RCA, Mi 

as marketing vice president for the 


Johnson 
served 
Datamatic Division of Minneapolis-Honey 
well Regulator Co 
Pencil Manufacturers Elect 
Frank G Atkin 
son, president, Jo- 
seph Dixon Crucible 
[-».. was elected 
president of the 
Pencil Manu- 
Assn. Law- 
Levine, 
Reliance 
Was 


Lead 
facturers 
rence S 
president, 
Pencil Co 
elected 
dent 
president 


Frank G. Atkinson vice presi 
Oscar E 

General Pencil 
Co., was Members 
of the include: Louis 
M. Brown, president, Eberhard Faber Co.; 


Newell A. Augur, president, Wallace Pen 


Weissenborn 
re-elected treasurer. 


board of directors 
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Vari-Typer, with its 
instantly changeable type, 
in limitless combinations 
of styles, sizes and 
spacings, provides low- 
cost office composition for 
forms, bulletins, reports, 
price sheets and other vital 


printing and duplicating needs. 


This 

‘ad’ was 
Vari- 

Ty ped. 
Headlines by 
ideadliner. 


A SUBSIDIARY OF 


ADDRESSOGRAPH-MULTIGRAPH CORPORATION 


NAME 


COMPANY... 


LOOKS LIKE 
oSTAT Becvee 


A TYPEWRITER... For Full Information, Fill in and ‘Mail to Dept. 


TMA VARI-TYPER CORPORATION 
720 FRELINGHUYSEN AVENUE, NEWARK 12, N.J. 


For More Information Circle No, 243 








LAGOMARSINO 


LAGOMARSINO F. A. I. 
VIALE UMBRIA, 36 
MILANO - ITALY 


electric 
machine 


vith automatic 


in logical 


mathematical order. 


12 3.4 

12.3 2s 
1520.9 04 T 
U.S.A. distributors: Check Writer Co. 
565 Broadway, New York 12, N. Y. 
Grobark & Co., 159 N. Dearborn St. 
Chicago |, Ill. — Wholesale Business 
Machines, 7525 Beverly Blvd., Los An- 
geles 36, Calif—Adding Machines Dis 
tributing Co., 2223 Caroline St., Houston 
2, Texas—Wholesale Office Machines Co., 
2000 North Lamar St., Dallas 2, Texas. 


CANADA distributor: Nauta Bros 3615 


Danforth Avenue, Torontc 


5 
2 
0 


For More Information Circle No. 42! 





cil Co.; Richard Lewisohn Jr., president, 
American Pencil Co.; William E. Dan- 
jczek, president, L. & C. Hardtmuth, Inc.; 
‘W. C. Rucker, president, Commonwealth 
Cedar Co.; Ralph J. Thal, vice president 
and general manager, Eagle Pencil Co.; 
A. H. Best, president, Richard Best Pen- 
cH <4, 


Comptometer Appointments 


L. T. Carr, general manager of 
Comptometer Corp., announced the ap 
pointment of James G. Johnson to the 
newly created position of assistant 
manager. Mr. Johnson joined the Comp- 
tometer sales force in 1946. For the past 
two midwest re- 
A. Zeller 
Comptometer’s 


sales 


sales 


years he has served as 
gional sales manager. Carl 
appointed manager of 

Washington, D. C. sales office. He first 
became with Comptometer’s 
sales division in Louisville, Ky., and has 
district manager of 
its largest offices, including New 


Was 


associated 


served as sales SevV- 
eral of 


York. 


Addressograph Sales Executive 

B. L. Meyers, vice president of Ad- 
dressograph distribution, Addressograph- 
Multigraph Corp., announced the appoint- 
ment of Robert J. Addresso- 
graph assistant sales manager. Mr. Flood 
joined the firm:in 1946 and has been an 
outstanding contributor to the establish- 
ment of simplified paperwork processing 
systems in many leading business enter 
prises. 


Flood as 


“ AMBARD #E6T 


ree COMPANY * 


* 


p 7 a s ‘at « 


a 


New Standard Register Division 
Standard Register 
Company’s 
planning, public re- 
lations and 
activity departments 
have merged 
into a new advertis 
ing and public rela 
tions division, it was 
announced by M 
A. Spayd, president 
of the firm which 
has its main offices in Dayton, Ohio. John 
F. Robinson, who was sales planning direc 
tor, is director of the new division. M. I 
sales 


sales 
special 


been 


John F. Robinson 


Hyer, former assistant director of 
planning, was appointed director of sales 
promotion. John R. Drexler, former assist- 
ant to the director of public relations, was 
named publicity manager. Lou Rotterman 
assumed duties as special activities man- 
iE Romig continues as 


advertising 


ager. (Gene) 


managel 


Victor’s 40-Year Record 

Victor Adding Machine Co., which 
made and sold 1,500,000 machines during 
its first 40 expects to reach the 2 
million mark in five more years. The 
1.500,000th figuring machine produced by 
Victor Victor Automatic 
Printing Calculator. In 1952, Vic- 
tor reached the one-million-unit mark, the 
company adding ma- 
chine manufacturer. passing the 
first-million milestone, an half- 


years, 


was a De Luxe 
when 


was exclusively an 


Since 
additional 


Seemann anal 


The new Fayetteville, Ark., plant of Standard Register Co. contains 95,800 sq. ft. of 


floorspace on a 38-acre site. 
the growing southwestern markets. 
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The company’s fifth major manufacturing unit will serve 





Read I million figuring machines, larger and more 
y now. complex on the average, were built and 
' sold in six years. This spurt in produc- 
WHEELIT'S new 
Loadezer 


Moving 
machine 
into 
station 
wagon Via 
LOADEZER 


Both 
LOADEZER 
and 
WHEELIT 
fold 
compactly 
into 


yore  Y ' Mr. and Mrs. Fred Snyder of Snyder Of- 
for fice Supply, Anchorage, Alaska, who won 
travel iF Oy top prize in Victor Adding Machine Com- 


pany’s 40th-Yecar sales contest. 


4 


—puts tracks under heavy tion and sales is attributed by A. F. Bake 
well, vice president, to the introduction of 


: ‘ the Mult-O-Matic Calculator in 1954, and 
into sales demonstrations the 


office machines and pep 


four-function Automatic Printing Cal- 


. : ulator in 1956 
Cut your sales costs and in- i 


crease your salesmen’s efficiency 


by installing the new LOADEZER 


the Businessmen and others can pick up 


Dictaphone Rental Plan 


in their station wagons H) 
: ey sh Iortable voice recorders. keep them § as 
logical complement to WHEELIT f 
Foldin Cart for transporting long as necessary, and turn them in when 
Ol vy “< 7 or ‘ sD a 
- re 


ld : il kind f finished wherever they happen to be, for 
ane demonstrating a inds 0 a small rental fee on a credit basis, ac- 


office machines. cording to Lloyd M. Powell, president, 


Buy LOADEZERS separately or Dictaphone Corp. This is the result of 


‘ ‘ _ . : al an agreement between Dictaphone and 
in combination with WHEELITS : 
American Express Any American Ex- 


Write for descriptive litera- press international credit card holder can 
ture. Manufactured and sold avail himself of the service by going to 
one of the 172 Dictaphone offices through- 
out the country, presenting his card, and 
Gruber Products Co. taking away a Dictet recorder fully 

equipped with tape magazine, batteries, 


Dept. O, Toledo 6, Ohio carrying case and shoulder strap. When 


For More Information Circle No. 344 


exclusively by 
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As construction began on addi- 
tion to Chicago plant of Robert- 
son Photo-mechanix, Inc. L. to 
r. are D. Franklin Keller, board 
chairman; Robert T. Kreiman, 
sales manager; D. Thomas Ken- 
nedy, advertising manager; J. M. 
Barnett, vice president—manu- 
facturing; Leonard S. Florsheim 
Ir., president. 


Dictet, the card holder 
Dictaphone of- 
bills him 


finished with the 
deposits it at the 
American 


nearest 
fice, and Express 


later. 


Dropository Joins Mosler 

Mosler Safe Company, New 
Dropository Corp., Grandview, Mo., 
joined to form Mosler Dropository Corp 
as an affiliate of the company. Ed- 
win H. Mosler Jr.. president of the 110- 
year old safe company, 
Haroid Cramer, 


York, and 


safe 


is also head of the 


Kansas 


new hrm 


Adjustable OPNWINDO metal tabs make 
it easy, economical to expand or revise 
your present filing system; start a new 
system; or convert to shelf filing. Avail- 
able in | and 2 inch widths, the tabs 
are complete with clear or colored 
plastic label covers. 

If not available from vour dealer. write to 


CHARLES C. SMITH, INC. 


tXETER, NEBRASKA 








For more than 60 years, a complete line 
of time-saving signals and indexes 
For More Information Circle No. 367 
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have 


City, 





Mo., who was president of Dropository 
Corp. which he founded in 1953, 

president of the new company. 
tory units will still be manufactured in 
Grandview, and will be marketed by Mos- 
ler Safe Co present Dropository 


dealers 


IS a Vice 
Droposi- 


through 


Rogersnap Representatives 

Rogersnap Business Forms Co., Dallas, 
Texas, has appointed factory 
representatives, president Will Rogers an- 
nounced. Fred O. Storlie, Minneapolis, 


two new 


It just SNAPS apart 


~ TBR. 


a aR a a 


ee nae 


LETTEREX sets are available in all 
colors. A set is a high quality onion 
skin lightly tipped to an intense and 
clean carbon sheet. 500 sets to a box. 


LETTEREX 


1114 HALF STREET, S.W., WASH. 24, D.C. 


— 
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Sales strategy for Steno- 
cord’s dictating systems is 
outlined at a meeting in 
Philadelphia by Lew 
Schroeder (standing, center), 
vice president and general 
sales manager; John E. 
Romm (standing, left). 
eastern sales manager; and 
Douglas Packham (standing, 
right), midwest sales man- 
- ager. 





will cover the territory of Minnesota, Wis- 1951, said that the entire operation will be 
consin, North and South Dakota. Sidney contained in the 50,000 sq. ft. building 
L. Hatch, Glendale, Ariz., will represent within the next several months 
Rogersnap in Colorado, New Mexico and 

Arizona. Famous Pencil Stub 


When Teddy Roosevelt was stricken 
with jungle fever in Central Brazil during 

Azoplate Corp., manufacturer of Enco _ his trek down the River of Doubt in 1914, 
pre-sensitized offset plates, has transferred he scrawled what he believed to be his 
its operations from Summit, N.J., to its last earthly message with a 3” pencil stub 
new headquarters at 558 Central Ave., [he pencil was of such significance to 
Murray Hill, N. J. F. W. Von Meister, him, he sent it several months later 


Azoplate in New Building 


oO a 


president since Azoplate’s incorporation in close friend who, in 1925, presented it to 


SYMBOL OF THE WORLD'S 
LARGEST MANUFACTURERS OF 
SELF-INKING NUMBERING 

AND DATING MACHINES 


DIRECT SALES AND SERVICE 
IN THE UNITED STATES 


EASTERN NUMBERING HORDER’S, INC CARPENTER PAPER CO 
MACHINES Horder Building Omaha 2, Nebraska 
801 Sixth Avenue Jackson Bivd. at Jefferson Fort Worth, Texas 
New York 1, N. Y Chicago 6, III Houston, Texas 


A GUARANTEED, BRITISH-MADE PRODUCT 


ENGLISH NUMBERING MACHINES LIMITED 
QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND 
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the Theodore Roosevelt Museum in New 
York where it is now on exhibit. It is 
lacquered brown with a red wooden cap 
fastened by a small brass ring. On one 
of its sides is the legend: “No 77 
Mephisto copyi . The missing letters 
were sharpened off by Teddy’s knife, but 
the pencil was manufactured by L. & C. 
Hardtmuth, Inc. William E. Danjezek, 
Hardtmuth president, said that Mephisto 
pencils remain a major item in the Hardt- 
muth line 


Child Typing Research Plan 

Major to explore the use of 
typewriters as an aid to 
among fourth and fifth grade children 
announced by Royal McBee Corp., 
which is providing grants for the studies, 
and School of Edu- 
cation, Columbia University Teachers Col- 
lege, and the College of Education of the 
University of Illinois. Each institution is 
pursuing its own independently developed 
plan to determine the influence of the 
typewriter on the educational 
ment ol 


research 
basic learning 


Was 


Boston University’s 


develop- 
children in 
spelling, social studies, arithmetic, 


elementary school 


reading, 


TYPEWRITER 
RIBBONS 


FOR FETTER IMPRESSIONS 


ee ee 


Typewriter ribbon dispenser of Allied Car- 
bon & Ribbon Mfg. Corp. serves as a 
counter display while multiple units can 
be used as wall racks for storing ribbon 
stocks. This permits dealer to take a quick 
visual inventory. 
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COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults, 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivei Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling 
Made in 13 heights — 4 
widths. Send for Circular 
56-0 and prices. 


1. D. COTTERMAN, Mfr. 
123 W. Spring Avenue 
Naperville, tll. 


More Information Circle No. 360 


ways to cut 
rising costs in 
production 


New Management Guide shows how thou- 
sands of plants are winning new economies 


Every management executive concerned with 
production today will want a copy of this 
new 40-page book of ideas for greater pro- 
ductivity at cost — just issued by the 
makers of the famed Produc-Trol for produc 
tion control. 


lower 


Mail coupon for your copy today! 
Creator of Effective Tools for Effective Management 


Phone Westport, Conn. CA 7-411) or write 
WASSELL ORGANIZATION INC. 
Westport, Conn.: 


Send 
Name 
Company 


: City & State ... 


TORR RRP ERE REESE EEE EEE EEE EEE EEE EEE E EE EEE 
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SAVES & PROTECTS 
your STENCILS, 
OFFSET NEGATIVES & MASTERS 


sticking and creasing 
harmful oxidation 
scratching damage 
lost or wasted time 


STOP AND THINK what a big investment you may 
have ‘‘filed’’ in messy piles, on hooks, etc. You're 
throwing away an average of $10.00 every time 
an original is lost or damaged! 

With a low-cost, sturdy MIM-E-O Vertical FILE, 
you can prevent the waste of hundreds of dollars 
oa year! Stencils, negatives and masters hang free 
from pressure protected against damage oh 


easy to file and find. iPS 
EASY-FILE CLE 


"|. SAVE 
SPACE 


against 


There's a MIM-E-O 
model to save and 
protect all types and 


sizes—capacities from 
150 to 1400. EASY-FIND INDEX 


Write today for FREE Illustrated Brochure! 
MIM-E-O STENCIL FILES CO. 


2027 W. North Ave. . Chicago 47, lil. 


—— 


500 Distributors . coast to coast to help you 
solve your stencil or offset filing problem. 


For More Information Circle No. 354 
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creativity and handwriting. Regular 
classes will be equipped with a typewriter 
for each student. For certain studies, the 
number of machines will be 
few as three per class. Pupil performance 
will be compared with classes in which 
no typewriters are used. Altogether, tests 
will include more than 40 classes in some 
30 elementary the most intensive 
research ever conducted in this field 
Philip M. Zenner, president of Royal Mc 
Bee, that his company 
sponsor the research after with 
educators and analyzing reports of re- 
search and experimentation 
during the past 30 
each 
following 


varied to as 


schools 


said decided to 


consulting 


conducted 
Findings of 
will be published 
1958-59 


years 
projects 
completion of the 


reseal ch 


school year 


NSOEA President 


John B. Brain Ji 
president, Brain Sta 
tionery Co., Omaha, 
is the newly elected 
president of the Na- 
tional Stationery & 
Office Equipment 
Assn His 
father, E. B. Brain 
founded the Omaha 
School Supply Co 
in 1893 


grand 


John B. Brain Jr. 


NBFA President 


At the recent an- 
nual meeting of Na- 
tional Business 
Forms 
Ross Thompson of 
Consolidated Busi- 
Forms, Pitts- 

was elected 
president. Consoli- 
dated is one of 85 
members of 


Associates, 


ness 
burgh, 


dealer 


Ross Thompson 
NBFA. 


Carl W. Brenn 


Carl W. Brenn, vice president and gen 


eral manager of Autographic Business 
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A LIGHT TOUCH 


makes 


NEAT ERASURES 


with a 
RUSH- 


=F YBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. No 
erasing shield—the Rush 
Eraser is less than one char- 
acter thick. In beautiful, 
life-time plastic case, handy 
to use as a pencil, with long- 
lasting propel-repel refills. 





Order from your dealer or 
send 50¢ and dealer’s name. 


THE ERASER CO., INC. 
1068 S. Clinton St., Syracuse 4, N. Y. 
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PAYCHECK “OUTLOOK” 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck "Outlook'’ Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's name. 

This improves personnel relations. 
Send for Samples and Prices Today 


OUTLOOK ENVELOPE CO., fst, 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Bivd.. Chiceqe 7 new 


For More Information Circle No, 276 
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PRODUCTIVE MINUTES 


H 
} 
{ ‘ 
{ 
i 


Rogersnap Carbon Second Sheets in the 
NEW *FLIP OUT DISPENSER BOX 


eliminate all waste motion in making 
letter copies faster, cleaner. More than 
pay for themselves in time saved. Write 
for Time Analysis and Sample Kit 


Ty ROGERSNAP 


BUSINESS FORMS 
P. O. BOX 10425 DALLAS 7, TEXAS 


Registered 
For More information Circle No. 277 





SECRETARIES ACCLAIM 
The ALL NEW 


—_SPeepaite 








Welcomed by secretaries as zu valuable aid to 
production and accuracy. Relieves eye and 
neck strain. Completely adjustable to desk 
and light conditions. Never in the way. 
Folds behind typewriter when not in use. 


Other Hall-Welter products include: 
Error-No Copyholders, Speedrite 
Checkwriters, Chexsigno Check Signers. 
HALL-WELTER COMPANY, INC. 
38 Mt. Hope Avenue © Rochester 20, N. Y. 
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WHEN QUALITY COUNTS 


Mend it, mount it, bind it, attach it quicker 
more efficiently! Use permanent, water- 
proof, transparent UHU in your office. 


der through yo 
HU Pr 

820 Greenwich St., New York. 14, N. £ 
For More Information Circle No. 357 


BOTTOM LINE 
CARD HOLDER 


Controlled Front 
Feed Stop Gives 
Precision 
Alignment 


r write to: 


For fast, accurate 

typing of botton 

line index on all 
visible cards 


10 Card Sizes — $2.00 to $2.45 


PALSON MFG. CO. 


280 Main St Worcester 2, Mass 
For More Information Circle No. 355 





For Your Annual 


TP CaRITER ROLLER CHANGE 


Insist on 
"| Futuristic" 
oon Platen 
By Tor 
HUAI i= Best Results 
Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 











For More Information Circle No. 356 


NEW ou- Cost 


é MODEL FH-SC 
FOLD-0-MATIC 
Electric Folding 
' Machine 


FOLDS + CONVEYS «STACKS 
120 SHEETS PER MINUTE 


ony fold 


any stock ovtomatically! 


THE PRINT-O-MATIC CO., INC. 
724 W. WASHINGTON BLVD. © CHICAGO 6, ILL. 


For More Information Circle No. 358 
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Forms, Inc., died Oct. 30. He joined the 
firm in 1919 when he was 23 and served 
as production manager, vice president and 
acting sales manager. A former president 
of the Business Forms Institute, Mr. Brenn 
invented many manufacturing 
techniques and 


forms 


devices. 


Promotion Honors Dixon 


Joseph Dixon 
Crucible Co. has 
launched an_ inten- 
sive and colorful 
promotion of its 
corporate image, the 
company’s founder, 
Joseph Dixon, in- 
ventor, chemist, 
machinist, metallur- 
gist, miuning 
neel 
tarian 


engi- 
and humani- 

Dixon’s death in 
of 70, cast him 
turbulent post-Civil 
era. Now his 
by the 


Josevh Dixon 

1869. at the age 
during the 
reconstruction 
being 
and independent 
Worden Erskine, news- 


writer The 


into obscurity 
Wal 
memory Is revived 
firm’s researchers 
research of Helen 
paper and magazine 
City Chamber of Commerce has presented 
Frank G. Atkinson, Dixon Crucible presi- 
dent, with a scroll extolling Joseph Dix- 
on’s achievements. The J City Pub- 
lic Library opened its historical exhibit 
of the city’s progress by alloting the first 
display in the industrial section to Joseph 
Dixon Crucible Co Digest,” in 
its November issue Dixon 
and His Writing Erskine, 
revealing 


Jersey 


ersey 


“Reader's 
featured “Joe 
Stick,” by Mrs 
Dixon’s inventions 
particularly his 
plishments as one of the 
American lead _ pencil 
19th century daguerreotypes and 
types of Joseph Dixon 
nah, are on display in the New York 
Historical Society’s American Daguerreo- 
type Exhibit. The Rotary Club of 
City has Joseph Dixon Day 
luncheon, Warren Zimmer, a Dixon 
executive, as the main speaker The Ab 
bot Public Library of Marblehead, Mass.. 


several of 
and discoveries, accom 
founders of the 
industry. Several 
ambro 
and his wife, Han- 


Jersey 
staged a 
with 
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Jorgen S. Lien 
(center), head of 
Norway’s vast Jor- 
gen S. Lien Indus- 
tries, told 350 dele- 
gates from 23 
countries at their 
annual sales con- 
vention that 
production has in- 
creased 50% since 
1956. This photo 
was taken after a 
dinner at Bergen’s 
famous mountain- 
top restaurant. 


where Dixon was born, has opened an of the World Makers,” in which a full 
exhibit of Joseph Dixon memorabilia. In account of Dixon’s works was given. But 
1912, Andrew Carnegie published a list it required almost half-a-century of re 
of 20 “world makers,” in which Dixon’s search to accumulate documentary evi- 
name appeared, and created considerable dences to substantiate Hubbard’s fabulous 
controversy. Elbert Hubbard published a . claims of Dixon’s contributions to Ameri 
biographical. sketch, “Joseph Dixon, One can technology. 


THE WORLD OF FIGURES AT YOUR FINGER TIPS 


a four-operation calculator with 


simplified keyboard 
touch- operation 
} x) double-back transfer 
, rel automatic division 


For further information folder No. 1404€ 


RECHENMASCHINEN GMBH 
BERLIN SW 61 (US-SECTOR) 


For More Information Circle No. 359 
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EMBOSSED FASTENER 
FOLDER 


SAVES MONEY - SPACE - TIME 


Up to 115% in Net Filing Inches 
Up to 115% in Floor Space 
Up to/ 50% in Filing Labor Cost 


Up to a Nickel per 
Folder 








— 
2) j , 

apes we sound 

mM sequent CA GVH 
/ 

latest papers on fap 
‘) / 

Jmporvarn papers 


P 
wre nai removed 





eapets ivaw e411 


wea? eating C4 


at 





Ask to see them 
At your DEALER! 
THE SMEAD MANUFACTURING CO., INC. 
HASTINGS, MINN iGeley ¥. Mel. ile) 


For More Information Circle No. 279 
THE 


ww WELT 
'4-COLOR 


PENCIL 
with AUTOMATIC 


feger-tio action! 
4 PENCILS IN 1 
For reports, charts, plans, graphs, 
or wherever color is needed. 
In durable, non-tarnish silver- 
finish Eloxal. 
Mechanical perfection 
guaranteed 
Ideal for engineers, drafts- 
men, auditors, teachers and 
students. 


‘RED BLUE 
' tice GREEN * BLACK 
FIVE DAY MONEY BACK GUARANTEE 
At your stationers or write to 
BENARD SALES CO. INC. 


oS 16 E. 17th St. New York 3, N.Y. 
" More Information Circle No. 280 





RITE-LINE copyruoiper 


e TAKES COPY UP TO 20° 
@ PROMOTES ACCURACY «HOLDS NOTEBOOK 
e INCREASES PRODUCTION e¢FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 
RITE-LINE CORPORATION 
4209 39th St., N. W., Washington 16, D. C 


For More Information Circle No. 281 
RRS RNR rcs ba RE re 
NOW AVAILABLE! 





e SAVES EYESTRAIN 


“The Office Machine Guide” 


Ask for details or order a 
specimen copy $1.75 


INTERNATIONAL OFFICE MACHINES RESEARCH 
INC. 


U.S.A.: 509 Fifth Avenue, New York 17, N. Y 

Telephone: MUrray Hill 7-0890 

419 Marnixstraat, Amsterdam, Netherlands 
Telephone: 63205 


For More Information Circle No. 282 


Europe 
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The Christmas Party: Letters and copies make a clear, 
sharp impression when you specify . . 


Profit or Loss? 


ANDREW J. DALTON JR., 
Acme Consulting Service, 


Kansas City, Mo. 


FTER OVER 15 YEARS watching 
Pehla teste Christmas 
parties, and in some cases having a good 
deal of responsibility with them, I feel 
reasonably qualified to comment on 
this activity. 

If it has never been the policy of 
your organization to sponsor a Christ- 
mas party for employees, we cannot, 
in conscience and in view of the be- 
forementioned experience, feel justified 
in recommending that you install one. 
If, on the other hand, it has been your 
policy to sponsor one, we believe we 
have witnessed a manner in which they 
can be given with no loss of enjoyment 
by employees and a feeling, on the part 
of the sponsoring management, that 
some worth-while indication of appre- 
ciation and good-fellowship has been 
extended employees. This without the 


Sn 


>Samples on request. 4 on request. 


CL. of 


MANUFACTURING CORPORATION 
FACTORY: LEETSDALE, PA. 
79 Madison Ave., New York 16, N.Y. 
401 Wood St., Pittsburgh 22, Pa. 


“| promised you a raise at the Christmas 564 W. Monroe St., Chicago 6, Ill. 
party? What Christmas party?” 


For More Information Circle No. 351 
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teary female recriminations that are the 
aftermath of so many typical Christmas 
parties, not to mention the nail-biting of 
the timid soul as the office or plant 
wags ply him with 

what he the 
height of the party! 

how company solved 
this annual problem. On the last work- 
ing day 


lurid 


old 


accounts of 
said to man at the 


Here is one 


Christmas, all 
notified in 


before 


employees, 


female 
advance, as- 
sembled in a private dining room at 
a downtown hotel, as guests of the Big 
For 


were served, followed by 


Boss. cocktails 


those interested, 
luncheon and 
a gift exchange, preferably humorous. 

Male employees, on the other hand, 
were invited into the private office of 
the Big Boss (or company conterence 
room) for a holiday highball or two, 


and an hour or so of fellowship with 


the Boss and department heads 
Through this arrangement, every em 
ployee, men and women, was the reci- 
pient of a manifestation of company- 
That béte 
the 
mingling of men and women employees 


sponsored good-fellowship. 


noir ot Christmas parties, com- 


under sometimes unstabling conditions, 
was avoided 

We know it works, because we have 
seen it work! As we said at the outset, 
we do recommend that 


not your OfF- 


ganization begin sponsoring company 
Christmas parties if such has not been 
your policy in the past! However, if 
why not 
You 


will be pleasantly surprised how much 


you have been giving them, 


try this “safe and sane” method? 


better it pays off in the maintenance of 
good public relations, and good internal 


relations! 


CONVERTING TO VERTICAL SHELF FILING? 


get stability, get style, get VERTI-FILE 


patented 


HERE’S WHY VERTI-FILE IS TODAY’S BEST BUY: Verti-File is better built; 
it’s built by DeLuxe, one of the world’s leading manufacturers of 


boltless shelving. 
stability 
1” vertical centers . . 


.. . free standing. 


Verti-File is better looking 
custom look. 
Want 
Phone your DeLuxe dealer. 


included in one price. 


All Verti-File shelves are tie shelves for maximum 
Shelves are adjustable without tools on 
. each shelf has 5 dividers. 

DeLuxe craftsmanship gives it a 
Verti-File comes complete with full depth finished 
end panels and cornice type top with projecting cap. 


Everything's 


more information? 
He’s in the yellow 


pages under Shelving, or write for Catalog V-416 


DELUXE METAL FURNITURE CO. - Warren (8, Pa. 


A Division of Royal Metal Manufacturing Company 








ID 





EE; 





wie pe < 








EE; 
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ence 


Notional 


Do Bosses 


Marry 
Their 


Eastern Joint Computer Conference, Belle- 
vue-Stratford Hotel, Philadelphia, Dec. 


3-5, 


Society of Reproduction Engineers, Sher- 


man Hotel, Chicago, Dec. 13-16. 


Western Joint Computer Conference, Fair- 


mont Hotel, San Francisco, March 3-5. 


Buyers, 
Beach, 


of Educational 
Hotel, Miami 


National Assn. 
Fontainebleau 
May 11-13. 


Insurance Accounting & Statistical Assn., 
Ambassador Hotel, Atlantic City, May 


17-20. 


for Business Budgeting, 
Minneapolis, May 


National Society 
Leamington Hotel, 


Der? 


National Office Management Assn., Roose- 
velt Hotel. New Orleans, May 24-27. 


Waldort- 


71 4 


Accountants, 
New York, June 


Assn. of 
Hotel, 


National 
Astoria 


-? 


Office Machine Dealers Assn., 


July 21-24 


National 
Cincinnati, 


Accountants, 
Aug. 24-28 


National Society of Public 
Sherman Hotel, Chicago, 


& Office Equipment 
Hotel, Chicago 


National Stationery 
Assn., Conrad Hilton 
Sept. 26-30. 


Systems & Procedures Assn., Royal York 
Hotel, Toronto, Canada, Oct. 12-14 
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Surprisingly, many of 
them do. We can't 
promise you romance, 
but if you become a 
perfect secretary 
through the consistent 
use of an A.W.FABER 
ERASERSTIK, you will 
surely come to the at- 
tention of your Boss. 

ERASERSTIK will help 
you turn out beautiful 
letters. A quick whisk 
and mistakes disappear 
as you erase without a 
trace. Removes a single 
letter without blurring 
the whole word. 


4 


Use 
A.W.FABER ERASERSTIK 
and be sure of a better- 
paying job and—who 
knows —even romance. 


GRASERSTIK, 


Which point 


V.S.A.7066 


INALS 
CARBONS 


CE) U.S.A. 7099 B 


do you prefer? 
MEDIUM or AVERAGE 
THIN or BLUNT 


ERASERSTIK gives 
you your choice 


V 
FOR ORIG 
AND 


With brush 20¢ 
Without brush 10¢ 
7099 and 70998 
itility ERASERSTIK for pencil, 
ink or typewriting 
7066 ond 70668 for 
who prefer a soft, red type 


gray all 


those 





writer eraser 


2 ERASERS TIK 





A.W Faber-Castell Pencil Co. Newark 3, N. J. 





> 
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. 
Semiannual Index to THE OFFICE 
VOLUME 48, JULY THROUGH DECEMBER, 1958 
Automation, Organization for, Lionel E. Griffith 
Branch Office Service 
Burnt Papers, You Can’t Do Business With 
Christmas Party: Profit or Loss?, The, Andrew J. Dalton Jr. 
Collate, Duplicators Turn Out Copies Faster Than Hands Can 
Communication Depends on the Listener, Effective, Peter Talovich 
Computer Program, Handwritten 
Computing Center, How TVA Built Its Data, Carl Angl: 
Contracts, A Procedure for the Control of, Joseph P. Murtha 
Copying Machine Solves Order-Invoice Problem For Plant Nursery, 

T. D. Brandes 
Cost of New Equipment?, How Much Time Must You Save to Justify 
Datamatic 1000 Data Processing System, First National of Boston Installs 
Data Processing, Mistakes to Avoid in Planning Automatic 
Dictate, A Training Program for Personnel Who, H. M. Overley 
Doctors, A Bookkeeping System for 
Earnings and Hours in Work Week, Average Weekly 
East Berlin Stationers’ Plight Under a Communist Government, 

Wilhelm Keks 
Emotionally Upset, The Executive Procedure for Handling the, 

Harry Levinson Aug.., 
Employee Relations, Right or Wrong in 

July, 107; Aug., 93; Sept., 161; Oct., 163; Nov., ’ Dec., 
Filing Problems of Office Automation, The, Edmond W. McNamara Dec., 
Form Saves Time and Prevents Mistakes, 

Hospital Lab, Alden E. Calkins Sept., 
Forms to Fly By, Sidney Shepherd Nov.., 
Integrated Data Processing: What It Is and What It Can Do, Ned Chapin July, 
Inventory System, Caloric’s Perpetual, Werner N. Davidson July, 
Invoices a Day, 11 People and Data Machines Process 500, Robert Bibby Aug., 
Invoicing, Saving Money on Branch Office Service Sept., 
Layout of Office Space, The Allocation and, Arthur W. Clark Déc., 
Mailers, Machines Speed Production for Large Chicago Nov., 
Measurement Can Set Fair Day’s Work and Pay, Only Work, 

Dr. Louis J. Rago Oet., 
Measurement Provides Supervisory Control Standards, Time, Arthur E. Fain | Sept., 
Measuring Clerical Work, Work Sampling for, John A. Ritchey Nov., 
Measuring Office Work, Master Clerical Data for July, 
Messenger Service, How to Improve Your External, /rving Seiden Aug., 
Microfilm Protects $4 Million in Accounts Receivable Records Dec., 
Moving Our Offices, How We Simplified, Arthur W. Clark Sept., 
National Business Show, October 20-24 in New York. 50th Oct.., 
NBFA Meeting in Hot Springs, 13th Annual Sept., 
NSOEA Convention and Exhibit in Chicago Sept., 
Offices?, Why Can’t We Do Away With, W. D. Griffith Aug., 
Order-Invoice Problem for Plant Nursery, Copying Machine Solves, 

T. D. Brandes Oct., 
Order-Ship-Bill System That Saves $150,000 a Year, An, Hugh M. Atwood Sept., 
Personnel Market, Future Trends in the, Ewan Clague Sept., 
Photocopies, Banks Expand Their Use of Aug.. 
Photocopiers in Stores Oct. 
Planning Process, The, Joseph R. Manno Nov., 
Procedures, Put Go in Your, Leslie H. Matthies Oct., 
Public Relations Brings Good Will to All, Good, William G. Waggoner Dec., 
Punched Card Machines, How to Control the Cost of Rented, 

Harold B. Wilson Nov., 
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Punched Card System Costs Less Than a $60-a-week Clerk, This, 

W. R. Anderson 
Records Control, Blaw-Knox Saves on, Robert C. Minetti 
Records Mismanagement, Adventures in, Robert W. Garrison 
Reports Problem, The, Leslie H. Matthies 
Retirement Party, The, Howard B. Griffith 
Scientific Management, The New Era of, R. Hunt Brown 
Secretarial Training Program for the Smaller Office, A, Phil Hirsch 
Shipping Forms, Teletypes Save Rewriting Manufacturer's, 

George E. Toles 
Social Sciences Aid Management’s Effectiveness, How the, 

{/lexander Borden Nov.., 
Some of Us Are Going the Other Way, Edmond W. McNamara vent., 
Space, The Allocation and Layout of Office, Arthur W. Clark Dec.., 
Standards, Time Measurement Provides Supervisory Control, 

Arthur E. Fain Sept., 
Staplers, How Jersey Bell Uses Two-Headed Sept., 
Supervisor Can Instill Good Working Habits, How the, M. V. Terracino Aug., 
Systems Development, 75 Years of Business Aug., 
Systems Meeting in Pittsburgh Oct., 
leletypes Save Rewriting Manufacturer's Shipping Forms, 

George E. Toles C7et:, 
Travel Agency For Business Executives Oct:, 
[VA Built Its Data Computing Center, How, Carl Angle Nov., 
Wives?, Why Not Interview the, Maurice F. Ronayne Sept., 
Work Sampling for Measuring Clerical Work, John A. Ritchey Nov., 


Index to New Products in THE OFFICE 


JULY THROUGH DECEMBER, 1958 


ACCOUNTING SYSTEMS BINDERS 
Colonial Pay Systems Division National Blank Book Co 175 
National Cash Register Co Stationers Loose Leaf Co 131 
C. E. Sheppard Co Wilson Jones Co 119 
ADDING MACHINES BINDING, PLASTIC 
Facit, Inc ; General Binding Corp 218 
Lagomarsino F.A.| | Plastic Binding Corp \7 
Monroe Calculating Machine Co : 
National Cash Register Co BOOKCASES 
Olivetti Corp. of America Hale Industries, Inc 186 
Remington Rand Division Oc 
Victor Adding Machine Co BOOKMARK 
J Perfect Bookmark, Inc ct., 198 
ADDRESSING EQUIPMENT civ mpl iamiaias 
Addressing Machine Co. of California . CALCULATORS 
Duplicard Addressing Machines Co 5 Addo-x, Inc 
Master Addresser Co a Control Systems, Inc 
Scriptomatic, Inc Sept., 169, ; Facit, Inc 
PI ti Machine Divisior 
AIR PURIFIERS een ene Urea 
Aiken. Ine CALENDARS 
Electro-air Cleaner Co Doolittle & Co 
Peter Pepper Products 
AUDIO INSTRUCTION SYSTEM vita pcaillaamae 
Dictaphone Corp / 5 CAMERAS 
BALLPENS W. A. Brown Mfg. Co 
: : - Haloid Xerox, Inc 
American Stencil Mfg. Co 
Fisher Pen Co CARBON PAPER 
Hanover Pen Co : ; 
Koh-I-Nor Pencil Co 4 Write, Inc 


Micropoint, Inc 
Scotty Engineering Co ae CASH BOXES 


Sengbusch Self-Closing Inkstand Co ; Hastings Typewriter Co 
Waterman Pen Co H-O-N Co 
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CHAIRS 

Cole Steel Equipment Co Aug., I15; 
Harter Corp : 

Interstate Metal Products Co 

Lehigh Furniture Corp 

CHECK IDENTITY RECORDER 


Identity Recorders, Inc 


CHECKWRITERS 

Applied Research Corp 
Bankers & Merchants, Inc 
CLIPBOARDS 

Mutual Engineering & Mfg. Co 
Stempel Mfg. Co. 

CLOTHES RACKS 

Borroughs Mig. Co 


COIN COUNTERS 
Abbott Coin Counter Co 


COLLATORS 
Collamatic Corp 
Didde-Glaser Inc 
A. P. Heinz Co 
Howard William Co 
Macey Co 

Thomas Collators, Inc 


CONTROL BOARDS 

Acme Visible Records, Inc 
Conley, Baltzer & Steward 
COPYHOLDERS 


Franklin Table Co. 
Standard Sales & Distributing Co 


COPYING MACHINES & SUPPLIES 
Ampto, Inc. , July, 152; 
Bar-Plate Mfg. Co. 
Copycat Corp. . 
Cormac Photocopy Corp 
Eastman Kodak Co 

July, 116; Sept., 174, 210; 
Minnesota Mining & Mfg. Co 
Ozalid Div., General Aniline & Film Corp 
Photorapid of America 
Nord Mfg. Corp. . Sept., 200; 
Paterson Parchment Paper Co ; 
Peerless Photo Products, Inc 

Sept., 199; Oct., 177; 

Pelprinter, Inc : 
Remington Rand Division 
Statmaster Corp. 


CORRECTION CHALK 
A. W. Faber-Castell Pencil Co.. July, 121: 


COUNTING MACHINES 
Standard Instrument Corp 


CREDENZAS 
Cole Steel Equipment Co 


DATA PROCESSING 
(See Electronic headings) 


DATING MACHINES 
Roberts Numbering Machine 


DESK SHELF COVER 
D. C. Hey Co 


DESK TOP CLEANER 
Gumption Products Corp 
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DESKS 


Bentson Mfg. Co July., 119; Oct., 212; 
Cole Steel Equipment Co 

Eisen Bros 

H-O-N Co 

Jasper Office Furniture Co 

Remington Rand Division 


DESK TRAYS 


Hutton Business Service 


DICTATING MACHINES 
American Geloso Electronics, Inc 
Pacific Instruments Corp 

Scribe Distributors Co 


DRAFTING EQUIPMENT, SUPPLIES 
Alvin & Co Aug., 138; Sept., 235; 
Check-scale Products Co 

Clover House 

Eldorado Products Co 

Griffin Mfg. Co 


DUPLICATING EQUIPMENT, SUPPLIES 
Heyer Corp 

Milo Harding Co 

Print-O-Matic Co Oct., 201; 


DUPLICATORS, LITHO 
Copy-Craft, Inc 


DUPLICATORS, OFFSET 
A. B. Dick Co 


DUPLICATORS, SPIRIT 
Copy-Craft, Inc 


DUPLICATORS, STENCIL 


American Office Equipment Co 
Bohn Duplicator Corp 


EASELS 
Arlington Aluminum Co Aug., 138; 
Oravisual Co Sept., 188 


ELECTRONIC COMPUTERS 


Bendix Aviation Corp Nov 
Burroughs Corp July 
Datamatic Div 

M'nneapolis-Honeywell Regulator Co July 
Philco Corp Sept 
Royal McBee Corp Nov., 


ELECTRONIC EQUIPMENT, PERIPHERAL 


Bel Air Industries, Inc Dec., 
Burroughs Corp Aug 
ElectroData Division Oct., 175: Nov 
Elgin Metalformers Corp Sept., 
Friden, Inc Dec 
Hanson-Gorrill-Brian, Inc Sept., 
Intelligent Machines Research Corp Nov., 
Mac Panel Co Nov., 
Minnesota Mining & Mfg. Co Aug., 
Monroe Calculating Machine Co Aug., 
F. L. Moseley Co Oct., 
National Cash Register Co. er 
Ray Myers Corp Sept., 
Potter Instrument Co Aug., 
Snapout Forms Co Aug 
Systematics Inc Oct., 170; Dec 
Taller & Cooper, Inc July 
TelAutograph Corp +at., 
Teletype Corp Aug., 110; Nov., 
Uptime Corp ; July, 
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ENVELOPE OPENERS 
Martin Yale, Inc. 
New Canaan Engineering Co 


ENVELOPES 
Tension Envelope Corp. .. 
ERASERS 


Mistake Out Co 
Roberts Rubber Co., Weldon 


ERASERS, ELECTRIC 
Ellendale Associates 


EXERCISERS 
Harter Corp 
Stauffer Reducing, Inc. . 


EYEGLASS CLEANER 
Woodlets, Inc. 


FILES 


Amberg File & Index Co. 
Bentson Mfg. Co 

Cole Stee! Equipment Co 
Convoy, Inc . 

Diebold, Inc 

Evans Specialty Co 

General Fireproofing Co 
Hollywood Plastic Arts, Inc 
LaJolla Industries, Inc 

Paige Co 

Remington Rand Division 
Republic Stee! Corp 
Ross-Martin Co ‘ 

Sherman Paper Products Corp 
Steelcase, Inc 

Supreme Steel Equipment Corp 
Victor Safe & Equipment 
Wright Line, Inc 


FILING STOOL 
Precision Mfg. Co 


FILING SUPPLIES 

Avery Adhesive Label! Corp 
Cel-U-Dex Corp 

Dennison Mfg. Co 
Imperial Methods Co 

Pee Cee Tape & Label Co 
Smead Mfg. Co. 


FILMSTRIP PROJECTOR 
DuKane Corp 


FLOOR MAINTENANCE 
Clarke Sanding Machine Co 
Hild Floor Machine Co 

S. C. Lawlor Co 

Minnesota Mining & Mfg. Co 


FLOOR MATS 


Ace Lite Step Co 

Crysto-Mat Co < 
Delta Products Div 

Interstate Rubber Products Corp 
Keaton Rubber Co 


FLOOR PROTECTORS 
Tab Products Co 


FLOOR TILE 


Armstrong Cork Co 
General Tire & Rubber Co 


FOLDER-INSERTER 


PitneyBowes, Inc 
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FOLDING MACHINES 
Benson-Lehner Corp 

FORMS 

American Lithofold Corp 
Assembly Products Corp 
Business Forms, Inc 

Clarkson Press, Inc 
Continuous Forms, Inc. 
Cullom & Ghertner Co 
Rogersnap Business Forms 
FORMS DECOLLATORS 
Standard Register Co 
FORMS REGISTERS 
American Register Co. 
GLASS-PLASTIC MAINTENANCE 
Beaver Laboratories, Inc 
GLOVES, OFFICE 

Carl H. Biggs Co. 

HAND CLEANERS 

Amodex Products, Inc 

Kee Lox Mfg. Co 

HAND DRIERS 

Activeaire Devices, Inc 
HANDWRITING TRANSCEIVERS 
Comptometer Corp 
HEATERS, ROOM 
Heatmore, Inc. 

HOT DRINK DISPENSERS 
Lehigh, Inc 

Northwest Automatic Products Co 
INTERCOMS 

Continental Manufacturing, Inc 
Dukane Corp 

Fanon Electric Co 

J. M. Loge Sound Engineers 
INTEREST COMPUTER 
Melcar Office & Business Equipment 
LABELING MACHINES 
Cheshire, Inc 

LAMINATION FOR PAPERS 
Chicago Desk Pad Co 
LAYOUT & CHART KITS 
Chart-Pak, Inc 

Labelon Tape Co 
LECTERNS 

How-To Co 

LETTERING INSTRUMENTS 
Varigraph Co 

LIGHT BULBS 

Duro-Test Corp 

Nu-Lite Corp 

LIGHT TABLES 

Photostat Corp 

LIST FINDERS 

Bates Mfg. Co 
Rest-A-Phone Co 

LOCK STORAGE CABINET 
P. O. Moore, Inc 





LOCKS 

Corbin Cabinet Lock Div 
MACHINE CARTS 
Gruber Products Co 


MACHINE STANDS 
Marshallan Mfg. Co 

Meilink Steel Safe Co 
MACHINE TIME RECORDER 
Gorrell & Gorrell 


MAGNETIC INK IMPRINTER 
A. B. Dick Co 

MAIL CHUTES 

Cutler Mail Chute Co 

MAIL DISTRIBUTOR 
LeFebure Corp 


MAIL SCALES 

Detecto Scales, Inc 
Triner Scale & Mfg. Co 
MARKING PENS 
Bankers & Merchants, Inc 


MEMO PAD 
Weckesser Co 


MERCHANDISE SYSTEMS 


Minnesota Mining & Mfg. Co 
Victor Adding Machine Co 


MICROFILM SYSTEMS 


Charles Bruning Co 
Documat, Inc 

Filmsort Co 

Haloid Xerox, Inc 
Remington Rand Division 


NAMEPLATES 
North Shore Nameplate, Inc 


NUMBERING MACHINES 
Pryor Marking Products Oct 


OFFSET EQUIPMENT & SUPPLIES 

Addressograph-Multigraph Corp 

W. A. Brown Mfg. Co 

Columbia Ribbon & Carbon Mfg. Co 

A B. Dick Co 

Direct Image Aluminum Plate & Supply 
Co ; 

Haloid Xerox, Inc 

Kendall Co 

Kimberly-Clark Corp 

NuArc Co 

Rapid Roller Co. 

Roll-O-Graphic Corp 

Van Son Holland Ink Corp 


PACKING MATERIAL CONVERTERS 
Comptometer Corp 

PAPER BALERS 

Firewel Co 

PAPER CUTTERS 

Craftsmen Machinery Co 


PAPER FASTENERS 
Schlegel Mfg. Co 
Vail Mfg. Co 
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PAPERS, LETTERHEAD 
Byron Weston Co 
Eastern Corp 
PAPER PUNCH 
Rul-R-Punch Mfg. Co 
PAPER SHREDDERS 
Industrial Shredder & Cutter Co 
PAPER STOCK RACKS 
Hartman Metal Fabricators, Inc 
PARTITIONS 
Mills Co 
R JR Industries, Inc 
PAYROLL DEDUCTION CHARTS 
Delbridge Calculating Systems, Inc 
PAYROLL SYSTEMS 
C. E. Sheppard Co 
PENCILS, MECHANICAL 
Listo Pencil Corp 
PHOTOCOPIERS 

(See Copying Machines) 
PLAN CARRYING CASE 
Scott-Rice Co 
PLASTIC LAMINATION 
Eichner Organisation 
PRESENTATION FOLDERS 
Clint Leap, Inc 
PROJECTORS, SLIDE 
Bell & Howell 
REFRIGERATORS 


Dwyer Products Corp 
Morphy-Richards, Inc 


RIBBON & CARBON TESTER 

F. Simonye 

RIBBONS, CARBON PAPER 
Columbia Ribbon & Carbon Mfg. Co 
RIBBONS, FABRIC 


Allied Carbon & Ribbon Mfg. Corp 
Curtis-Young Corp 


RUBBER STAMPS 
Krengel Mfg. Co 


SAFES 


Bentson Mfg. Co 
Meilink Steel Safe Co 


SORTING RACKS 
Angle Steel, Inc 


SORTING MACHINES 


Universal Business Machines, Ir 


SOUND CONTROL 
General Sound Control, Inc 
SPRAY SHELLAC 

William Zinsser & Co 
STAPLERS 


American Dictating Machine Cc 
Bostitch, Inc 
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STAPLERS, ELECTRIC 
Bates Mfg. Co. . 

STENO NOTEBOOKS 
National Blank Book Co. 
STENO TEST RECORDINGS 
Record-Speed Co. 

TABLES, CONFERENCE 
Robert John Co 
TELETYPEWRITERS 


TelAutograph Corp 
Teletype Corp 


TELEPHONE LOCK 

Cel-U-Dex Corp. ’ 

TELEPHONE TOLL METER 
Efficiency Corp 

TIME RECORDERS 

Lathem Time Recorder Co. 
TIPPER, COUNTER, STACKER 
Cheshire, Inc 
TRANSCRIPTION TRAINING 
Dictaphone Corp 

TYPE COMPOSING MACHINE 


TYPEWRITER JUSTIFIER 
Marginator Co. 

TYPEWRITER PADS 

Mitchell Rubber Products, Inc. 


TYPEWRITER SERVICING EQUIPMENT 
Wilhelm Dreusicke & Co., K. G. 


TYPEWRITERS, AUTOMATIC 


American Automatic Typewriter Co 
Aug., 134 


TYPEWRITERS, PORTABLE 


DeJur-Amsco Corp 
Remington Rand Division 
Royal McBee Corp 


TYPING COURSE 
Smith-Corona Marchant, Inc 
UPHOLSTERY FABRICS 
Landers Corp. 

VENDING MACHINES 
Vendo Co 


WALL MURALS 


Glenview Products, Inc July 


XEROGRAPHIC EQUIPMENT 


Consolidated International Equipment 
Haloid Xerox, Inc Sept., 


& Supply Co. . Sept 





THE OFFICE MAGAZINE is available on microfilm, For full informa- 
tion write to University Microfilms, Ann Arbor, Mich. 
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FILE YOUR COPIES OF 
The Ofte 


IN HANDY VOLUME FILES 


This durable and attractive file 
in rich maroon and gray with 16-carat 
gold lettering, looks and feels like 
leather and is washable. No irritating 
wires to handle. Any copy may be 
removed. Each file holds one volume 
(six months) of THE OFFICE with 
the volume index in the last copy (June 

and December); two files hold an entire year’s issues. Files are reusable 
and unconditionally guaranteed or your money back. Postpaid in U.S. 


| File (for six months’ issues) $2.50; 2 Files (for a year's issues) $5.00; 3 Files for $7.00 
6 Files for $13.00 
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Jesse Jones Box Corporation, P. O. Box 5129, Philadelphia 41, Penna. 


Please send me, postpaid, files. | enclose Bill Me 
Name .. City 
Address State 
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ADVERTIGERG 


Acco Product 

Acme Visible Records, Inc 

Addo-x, Inc 

Addressing Machine Co. of California 
Addressograph-Multigraph Corp 
Airkem, Inc ‘ 
Allen Business Machines, Inc.. R. C 
American Numbering Machine Co 
American Press 

American Stencil Mfg. Co 

Ames Supply Co 

Aptitests 

Arlington Aluminum Co 

Atlas Stencil Files Corp 

Ayres Corp 


Baltimore Business Forms 
Bankers Box Co 

Barkley & Co. C. L 
Bell & Howell Phiilipsbur 
Benard Sales Co 

Bentson Mfaq. Co 
Bergstrom Paper Co 
Bevco-Precision Mfg. Co 
Block & Anderson Ltd 
Bostitch, Inc. 

Bud Type Cleaner, Inc 
Burroughs Corp 

Business Electronics, In 


Can-Pro Corp 

Carteret Printing Co 

Case & Risley Press Paper 
Cashere Coro 

Cel-U-Dex Corp 

Ctarkson Press, Inc 

Codo Mfg. Corp 

Cole Steel Equipment Co 

Cole Steel Office Machines, Inc 
Collamatic Corp 

Columbia Ribbon & Carbon Mfg. Co 
Comptometer Corp 

Continuous Forms, Inc 

Control Systems, Inc. (Plus) 
Control Systems, Inc. (Plus Diehl) 
Copease Corp 

Copy-Craft, Inc 

Cormac Photocopy Corp 
Cotterman. | 

Cross Co., A. T 

Curtis-Young Corp 

Curtis-Young Corp. (Copyholder) 


Davidson Corp 

Dearborn Glass Co 

Dehn, Jr. |. A 

Delbridge Calculating Systems, |: 
Delta Products Division, Air Accessories, Inc 
Deluxe Metal Furniture Co 
Dennison Mfg. Co 

Dewberry Engraving Co 

Dick Co., A. B. (Fluid Duplicator) 
Dick Co., A. B. (Mimeograph) 
Dictaphone Corp 

Diebold, Inc. (Flofilm) 

Diebold, Inc. (Storage Files) 
Dieh| Rechenmaschinenfabrik 
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Inner Back Cove 
Doolittle & Co. (Desk Calendar Pad) 134 
Doolittle & Co. (Cal-A-Noter) 20 


Eastern Fine Paper & Pulp Division 
Eastman Kodak Co. (Recordak) 
Eastman Kodak Co. (Verifax) 
English Numbering Machines, Ltd 
Eraser Co 

Estey Corp 

Eureka Specialty Printing Co 


Faber-Castell Pencil Co., A. W 
Facit, Inc 

Fletcher Paper Co 
Force & Co. Wm. A 
Franklin Table Co 
Friden, Inc 

Gates Acoustinet Co 
Geist Co., H. E 
General Fireproofing 
Graphic Systems 
Griffin Mfg. Co 
Groveton Papers Co 
Gruber Products Co 


Hall-Welter Co 

Haloid Xerox, Ir 

Hamann Rechenmaschinen G.m.b.H 
Hamilton Paper Co 

Hammermill Paper Co 

Heyer Corp 

Hollander Co., Allen 

Howard Paper Mills, In 
Hush-A-Phone Corp 


Hutton Business Service 


Ideas, Inc 

Inter-Continental Trading Corp 
Internationa! Bus'ness Forms r 
International Office Machines Research 
Interstate Metal Products Co 


Jardin Associates, Inc 
Jones Box Corp., Jesse 


Kenro Graphics, Inc 
King Sales & Engineering Co 
Krengel Mfg. Co 


Lagomarsino-FAl 
Lassco Products, Inc 
Lee Products Co 
Letterex Corp 


M & M Industries 

Manpower, Inc 

Marchant Calculators Division 

Master Addresser Co 

Michael Lith Sales Corp 

Micropoint, Inc 

Midwestern Mfa. Corp 

Miller-Trojan Co 

Milwaukee Metal Furniture Co 

Mim-E-O Stencil Files Co 

Minnesota Mining & Mfg. Co. (Mending Tape) 
Minnesota Mining & Mfg. Co. (Scotch Tape) 
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Minnesota Mining & Mfg. Co. (Thermo-Fax) 

Minnesota Mining & Mfg. Co. (3M Offset 
Plates) 

Monroe Calculating Machine Co 

Moore Business Forms, Inc 

Moore, Inc., P. O 


National Cash Register Co. 
National Manifolding Co 
New Canaan Engineering Co 
Nippo Machine Industry Co., 
Nu-Arc Co. (File-O-Matic) 
Nu-Arc Co. (Rapid Printer) 


Olivetti Corp. of America 

Oravisual Co 

Outlook Envelope Co 

Ozalid Div., General Aniline & Film Corp 


Paige Co 

Palson Mfg. Co 

Peerless Photo Products, Inc 

Photostat Corp 

Pioneer Toledo Corp 

Pitney-Bowes, Inc. (Folding & Inserting 
Machine) 

Pitney-Bowes, Inc. (Mailing Scales) 

Pitney-Bowes, Inc. (MailOpener) 

Plain-Vu, Carr Corp , 

Plastic Binding Corp 

Plus Computing Machines Division 

Precision Mfg. Co 

Print-O-Matic Co 

Pronto File Corp 


Recordak Corp 

Regna Cash Registers, Inc 
Replica Products Corp 
Rite-Line Corp 

Roberts Rubber Co., Weldon 
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Rogersnap Business Forms 93 
Roll-O-Graphic Corp 147 
Royal McBee Corp. (McBee Division) 27 
Royal McBee Corp. (Royal Typewriters) 

uter Back Cover 
SADA S.p.A. Duplicatori ed Affini 150 
Saunders Mfg. Co 180 
Scott-Rice Co 162 
Shaw-Walker Co 18 
Shredmaster Corp 2! 
Smead Mfg. Co 196 
Smith, Inc., Chas. C 189 
Smith-Corona Marchant, Inc Inner Front Cover 
Standard Instrument Corp 172 
Staplex Co 100 
Stevenson & Smith. In \44 
Stolper Stee! Products Corp 151 
Swift Business Machines Corp 130 
Systematics, Inc. 98 
Tab Products Co 153 
Teletype Corp 
Thomas Collators, Inc 
Thomas Collators, Inc. (Desk Top Collator) 
Traveletter Corp 
Typewriter Sundries Co., Ltd 
UHU Products Corp 
U. S. Carbon & Ribbon Mfg. Co 
United States Envelope Co 
Vari-Typer Corp 
Veeder-Root, Inc 
Victor Adding Machine Co 


Wassel! Organization Inc (Management 


Guide) 

Wassell Organization, Inc. (Vu-Board) 
Weston Co., Byron 

Woodlets, Inc 


Eliminate 
Dangerous, 
Messy 
Wires 


Use ELECTRIDUCT 


New Over-the-Floor Extension Cord 
Safe, Stumpleproof, Unobstructive 


In Lengths of 4, 5, 6 and 10 ft. 
No Installation Necessary. 
U.L. Approved 
Write for FREE Circular O-ED58 


CMG INDUSTRIES ° IDEAS, INC. 
214 Ivinson Ave., Laramie, Wyoming 
For More Information Circle No. 343 
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It is encouraging to report that the large scale 
abuse in business of expensive Christmas presents seems 
to be on the wane. A few short years ago it was of nefar- 
ious proportions. 


Recent surveys from industrial publications and 
management associations indicate a falling off in both 
the number of gifts and the price per gift. Many com- 
panies now publicize and circularize a policy discourag- 
ing presents and entertainment from vendors to any 
company personnel. An increasing number of these firms 
have announced a penalty of instant dismissal for in- 
fraction and have extended this tc the old rule of thumb 
that purchasing agents could accept froma salesman what 
wilts or can be eaten or drunk in a single day. Such a 
policy is all to the good. There is no greater travesty 
on Christmas than the inconsistency between buyers and 
sellers who mumble all the pious cliches of the season 
while accepting and presenting expensive gifts for 
services rendered or anticipated. With the growth of 
paperwork so marked this past decade and the consequent 
growth of their purchasing authority, office executives 
have every reason to guard against their own vulner- 
ability in this direction, 


The importance of office work to factory produc- 
tion was emphasized in the recent Chrysler white collar 
Strike. The lack of paperwork and clerical controls was 
responsible for closing down many plants, idling ap- 
proximately 50,000 production workers although the 
actual number of white collar workers on strike was only 
8,000. To permit ourselves a pun, this is a striking 
example of the interdependence of all segments of busi- 
ness today. 
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Why waste time cutting stencils? When there are rush re- 
ports to get out, just type, write, draw, or trace your copy 
on a clean, white Ditto Master. Attach it to a new Ditto 
duplicator, and in one minute you'll have up to 120 sharp, 
clear copies in one to five colors. Your timely reports reach Nie Cumieaiers: ore 


availabie in both electric 


your office and sales staff in record time. Everybody’s in- and hand-operated models 


D-31 


s ° priced from $175.00 
stantly informed of important changes and developments. 


New Ditto duplicators take varying weights of i 
paper and card stock; sheet sizes from 3” x 5” to ones, INC. 6556 McCormick Rd., Chicago 45 
9” x 14”. Masters produce more than 300 perfect the presity ah welliad Stebel 


copies. For free Ditto demonstration, mail coupon. 


cators in my office 
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*Cut typing costs with the 


world's most modern electric! 
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MAES Wigs q 7 
UNEQUALLED SPEED! Feather-light touch and 
instant response make this the fastest typewriter 
of all. Work is done in record time! 
MATCHLESS REPRODUCTION! You get the 
sharpest, most perfectly aligned work ever! 
WIDEST TYPE CHOICE! Choose from 74 exclu- 
sive and distinctive Royal type faces. 
EASIEST TO OPERATE! Enjoy convenience There are more Royal Typewriters 
features like Magic® Margin and Twin-Pak®, the in office use than any other make. 
instant-changing ribbon fingers never touch. ® ROYAL ELITE, one of 74 Royal 
: F type styles 
Call your Royal Representative for a free trial. 
Your old typewriters are worth plenty in trade. 


| TAI’ 
the business-minded ROYAL electric 


Product of Royal McBee Corporation, world’s largest manufacturer of typewriters 


For More Information Circle No. 252 





